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Spring 2013


Below is a sample School Based Social Media Registry and sample language for parent notification. Schools should either customize the samples, or create something else that works for their school community. The parent notification language may be included in a school’s back to school letter to families or other similar communication.

For general questions and feedback about the Guidelines, email socialmedia@schools.nyc.gov. Schools can get information about training on this intranet page (use this link on a non-network computer and sign in with your DOE username and password) and should be in touch with their network or email SocialMediaPD@schools.nyc.gov  to schedule training. 





[bookmark: registry]Sample: School Based Social Media Registry 

Please fill out this form and submit to your principal for approval indicating each school-based professional social media site you intend to set up.  

1. Name:  _______________________________________________

Indicate the social media tool/s you would like to use:

 Facebook	 YouTube	 Wordpress
 Twitter	 Google +	 Typepad
 Blogger	 Ning	 Tumblr
 Website	 Vimeo	 Other
 Wikispaces	 Flickr
	
If other, please describe here:  _________________________________________________

2. Provide a brief description of the class/group you will be using the social media tool for and the purpose of the intended use. 

___________________________________________________________________________

3. Indicate whether your site will be open to the school community, limited to a particular class or particular grade or group within the school, or open to a larger community.

[bookmark: _GoBack] Open within school community.  
 Limited.  Indicate which class, grade or group has access _________________________.
 Open to a larger community. Explain__________________________________________

Please verify that the social media site indicated above complies with relevant New York City Department of Education policies as well as the Social Media Guidelines, that you have reviewed these guidelines and policies with your students, and that you have reviewed the social media site’s rules to determine whether it is appropriate for use by your intended audience. Also verify that anything written by you or other school staff for posting will be proof-read for accuracy and grammar. Employee use of professional social media is considered DOE work-product.

Employee’s Name:  ______________________________

Employee’s Signature:  ___________________________	Date:  ________________________

Approved:  _____________________________________	

Principal/Designee:  _____________________________	Date:  ________________________




[bookmark: notification]Sample: Parent Notification Letter

Note: Principals, you should customize this language and may incorporate it into your school’s back to school letter to families or other similar communication.


Dear Parents,

We are excited to begin the new school year and to inform you about some of the ways we continue to enhance education, communication and learning. 

Our school will be using social media and online web based interactive technology (e.g., twitter, Facebook, blogs) in our classrooms in connection with lessons and assignments and to facilitate communication with teachers and other students about school matters. Teachers will continue to educate your children about the importance of safe, responsible, and appropriate online behavior. 

We ask you to work with us in reinforcing this at home. Please refer to the DOE’s Internet Acceptable Use and Safety Policy which can be found on the DOE’s web site at http://schools.nyc.gov/Offices/EnterpriseOperations/DIIT/WebServices/iaup/default.htm#preamble and the DOE’s Social Media Guidelines http://schools.nyc.gov/RulesPolicies/SocialMedia.htm for additional information.
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