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At CFGRB we believe in open communication and staff is encouraged to tell the world about their work and 
share their passion. This can be done in a variety of ways including posting to various Social Media sites.  
Social media is defined as websites and applications that enable users to create and share content or to 
participate in social networking.  Because the types of social media change quickly no specific types will be 
listed as the policy is meant to be all encompassing.  It is the right and duty of the Foundation to protect itself 
from unauthorized disclosure of confidential and/or proprietary information and from having Foundation 
personnel indicate that they are speaking on behalf of the Foundation when they are not authorized to do so.  
 
In order to communicate freely and openly with our donors, grantees, and members of the public the 
Foundation itself maintains a social media presence.  The Foundation continually seeks out new and improved 
methods of communication  and will add new forms of social media as it deems necessary.  These new methods 
of communication are changing the way we promote the Foundation and accordingly, the Foundation has given 
authority to certain Foundation personnel to maintain its social media presence and may invite others to submit 
postings.  This policy does not cover those activities. 

This policy provides helpful and practical instruction for operating on the internet as an identifiable employee 
of the Community Foundation.  Unless specifically authorized in writing by the CEO or Vice Presidents, 
Foundation personnel are not authorized to, and therefore are restricted from, speaking on behalf of the 
Foundation through Social Media.
 
Personal Use of Social Media
Familiarize yourself with and follow the CFGRB Code of Ethics and Conduct, Confidentiality and Privacy 
Policy  as well as the Employee Handbook.
 
When you discuss the Foundation on the internet, you must include your name and, when relevant, your role at 
the Foundation. Very few people are official spokespersons for CFGRB (those individuals are identified in 
writing), therefore your comments and posts are made by you and an individual, not by you as an employee, 
agent or representative of the Foundation.   When using social media, you must use your personal email address 
rather than your company email address as a means of identification and communication.  
 
You are personally responsible for the content you publish on blogs, or any other form of user-generated media. 
The internet never forgets. Everything you publish will be visible to the world for a very long time.  Use 
common sense.  If you are unsure if something is appropriate, talk to your supervisor or the President.
 
If an item features the sentence "for internal use only" it should not be forwarded to anyone not employed by 
the Community Foundation. No exceptions. Messages from our President & CEO to all employees are not 
meant for the media.
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You may talk about your work and have a dialogue with the community, but you may not talk about donors or 
funds without the donor's permission. You are expected to honor the confidentiality agreement you signed.  If 
there is ever any question, please ask your manager before you publish or forward something. Act responsibly 
with the information you are entrusted with.
 
Do not comment on work-related legal matters unless you are an official spokesperson, and have the legal 
approval by the Community Foundation to do so. In addition, talking about revenues, future plans, personnel 
decisions, unannounced financial results or similar matters will get you, the company or both into serious 
trouble. Stay away from discussing financial topics and predictions of future performance. 
 
Respect your audience. Don't use ethnic slurs, personal insults, obscenity, or engage in any conduct that would 
not be acceptable in the Community Foundation's workplace.  Show proper consideration for other's privacy 
and for topics that may be considered objectionable or inflammatory (like religion or politics). If you are in a 
virtual world as a Community Foundation representative behave accordingly. 

Think about consequences. Using your public voice to negatively impact your employer, your co-workers, our 
donors, our volunteers, or even yourself may be grounds for disciplinary action up to and including termination 
of employment.
 
If you posted something that wasn't true be the first to respond to your own mistake.  If you choose to modify 
an earlier post, make it clear that you have done so.
 
Respect copyright laws. If it is not yours, don't use it. Before posting someone else's work, check with the 
owner first.
 
Don't cite or reference donors, volunteers, fund holders, partners or vendors without their approval. When you 
do make a reference, where possible, link back to the source.
 
Be aware that others will associate you with your employer when you identify yourself as such. Ensure that 
your personal social media sites and their related content are consistent with how you wish to present yourself 
with clients and colleagues.
 
Monitoring
Personnel are cautioned that you should have no expectation of privacy while using Social Media.  Your 
postings can be reviewed by anyone, including the Foundation.  The Foundation may monitor comments, posts, 
blogs, forums, and discussions about the Foundation, its personnel, its donors, its grantees and community 
foundations generally that are posted on the Internet or otherwise publicly available.

Reporting Violations
The Foundation requests and strongly urges employees to report any violations, or possible or perceived 
violations, of this policy to supervisors or the Foundation CEO.  Board members and volunteers are encouraged 
to report violations to the Board Chair or the Foundation CEO.  In particular, the Foundation would request that 
you provide a snapshot and/or printout of the page(s) that you believe contains the violation so that the 
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Foundation may examine the entire context of the alleged violation. Refer to the Whistleblower Policy for more 
information. 
 
Discipline for Violations
In the case of Foundation employees, violation of the Foundation's Social Media policy will result in 
disciplinary action, up to and including termination, depending on the nature and severity of the violation.  The 
Foundation reserves the right to take legal action against personnel who engage in prohibited or unlawful 
conduct.  Violations by members of the board and other volunteers may lead to dismissal from the board or 
committee on which the volunteer serves.

 

 


