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1. PURPOSE 
 

This Social Media Policy provides rules and guidelines for the use of social media by the 
public, employees and members of Council related to the City of Langford’s official social 
media accounts and content related to the City of Langford. Social media includes any 
online platform or application that enables users to create, share, or exchange information 
and content on social media platforms including but not limited to, Facebook, Twitter, 
LinkedIn, Instagram, and Let’s Chat Langford (Granicus software). 
 
This Policy is intended to support City staff and Council in the effective and responsible 
use of social media for their work and to ensure the City of Langford’s official social media 
accounts provide accurate, transparent, and publicly accessible information on City 
policies, programs and services. 
 
As the City of Langford can only recommend that employees and members of Council use 
best practices for communication on their personal social media accounts, Sections 3.2 
and 4.0 should be considered guidelines rather than requirements.  
For questions or concerns regarding the City of Langford’s social media activity and/or this 
Social Media Policy, please contact social@langford.ca. 

 
2. PUBLIC SOCIAL MEDIA USE  

 
2.1. Terms of Use  

 
The City of Langford social media accounts serve to inform residents and visitors about 
City programs and services, career opportunities, events and other City related business. 
These social media channels are intended to provide citizens with a way to access 
information about their community.  
 

 
3.0 EMPLOYEE SOCIAL MEDIA USE  
 

The City of Langford recognizes the value of social media as a tool for conducting 
business and encourages its appropriate use by City staff. Social media can facilitate 
information sharing and timely communication. 



 

 
3.1. Corporate Use  
 
When using social media for City purposes, employees must adhere to the same 
standards of conduct as they would in any other work situation, such as a meeting, 
conference, or public event. These rules and guidelines dictate the appropriate use of the 
City of Langford’s official social media accounts, including: 
 
 Instagram: @cityoflangford 

 LinkedIn: City of Langford 

 Facebook: facebook.com/CityofLangford 

Official City of Langford social media accounts may only be posted on and managed by 
designated social media spokespersons who have received training in appropriate use of 
public communications channels. Employees wishing to provide content for the official 
social media channels should email social@langford.ca. The City’s social media accounts 
are monitored during business hours (8:30 a.m. - 4:30 p.m., Monday through Sunday).  
Departments must obtain approval from the Chief Administrative Officer before launching 
new social media accounts or platforms.  
 
3.1.1. Voice and Tone  
 
Designated employees who are posting to the City’s official social media accounts should 
strive to provide accurate, transparent, and accessible information. This includes: 
 
 Being polite, respectful, and positive. 

 Checking for spelling and grammatical errors. 

 Protecting their personal information and the personal information of any other staff 

or residents. 

 Ensuring permissions: graphics must not contain copyrighted photos or photos without 

the express consent of the photographer and the person or guardian of a minor 

depicted. 

3.1.2. Accessibility Considerations  
 
As a prescribed organization under the Accessible British Columbia Act, the City of 
Langford’s social media accounts must abide by the following guidelines to ensure 
information posted is accessible to all residents and visitors: 
 

 AltText: Alt Text, also called alternative text or image descriptions, should be added 
to all photos and graphics posted on social media accounts.  

 Plain Language: Social media posts should be written in short, direct sentences with 
easy-to understand words.  

https://www.instagram.com/cityoflangford/
mailto:social@langford.ca


 

 Captioning: All videos should include captions or subtitles that describe the audio in 
the video.  

 Design: Graphics should include high contrast between text and graphic elements, 
and use simple fonts with clear separation between letters. 

 
3.1.3. Election Periods 
 
During the pre-campaign period and campaign period of a municipal election, the City of 
Langford official social media accounts will remain neutral, sharing only procedural 
information. 
 
The City of Langford official social media accounts will not post content that could 
constitute or be perceived as constituting election advertising in favour of any candidate. 
 
3.2 Personal Use  
 
Employees should be aware of their position as civil servants and representatives of the 
City of Langford in public spaces, including on social media. The City of Langford expects 
employees to conduct themselves in a way that maintains and enhances the public’s trust 
and confidence.  
 
Employees must conduct themselves in a way that separates their personal and 
professional use of social media and must avoid all conflicts of interest, real or perceived. 
To help distinguish personal and professional opinions, employees are recommended to 
include a statement in their bio that makes it clear that the views expressed on their 
personal social media accounts do not reflect the official views of the City of Langford.  
Employees should consider the following in their personal social media use: 
 
• City authorization is required before posting City-owned logos, photographs, graphics 

or other media. 
• Do not place yourself in a conflict of interest by revealing confidential or privileged City 

information. 
• Do not comment on or identify other City employees without their consent. 
• All employees must abide by the Respectful Workplace Policy, Confidential Information 

Policy, Employee Bylaw and other applicable City policies that govern behavior. 
 
The City recognizes that employees are proud of the work they do and encourages them 
to share posts from the City of Langford’s official social media accounts to celebrate 
organizational achievements and raise community awareness of programs and services. 
 
4.0 USE OF SOCIAL MEDIA BY MEMBERS OF COUNCIL 
 
 



 

As elected officials, Council members retain the right to manage and maintain their 
personal social media accounts and post as private citizens. However, as representatives 
of the City of Langford Council, members are encouraged to post on social media in a way 
that reflects positively on Council and the City as a whole. 
 Guidelines for personal social media use include: 
 

 Serving constituents by providing accurate and timely information about Council 
decisions and City services and programs. 

 Behaving in accordance with the Council Code of Conduct Policy, Confidential 
Information Policy, and the Respectful Workplace Policy. 

 Refraining from posting content on social media during confidential meetings, 
including Council or committee meetings considering in camera items. 

 Not responding to service requests directly – instead referring individuals to the proper 
City channels. 

 Developing a personal policy regarding the removal of threating, discriminatory, hate-
based or harassing comments or messages, and blocking individuals that make these 
comments.   

 Not using City resources or materials for personal, re-election or campaign purposes. 
 

Council members are advised to avoid engaging in emotion-driven conversations on social 
media and in other online spaces. If citizens have concerns or questions, Council is 
advised to address them directly by arranging a meeting or phone call, or directing 
citizens to the appropriate City department which is often more effective. 
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