

City of Seattle Facebook Site Creation Instructions 

Note: Facebook is famous for changing their features, standards and terms of use. The Citywide Web Team will make every effort to keep these instructions aligned with current City and Facebook policy. If you have any questions about City Facebook use contact the DoIT Citywide Web Team at city.socialmedia@seattle.gov.

Facebook Site Management 

1. The DoIT Citywide Web Team (CWT) will be the enterprise-level administrators for all City Facebooks sites.
2. The departmental Public Information Officer (PIO) or delegate will be the primary administrator and content approver for all Facebook sites owned by the department.
3. Individual departmental Facebook sites may be maintained and monitored by content owners as approved by the PIO.
4. Before a new City Facebook site is created:
a. The site concept must be reviewed and approved by the departmental Public Information Officer.
b. The City Social Media Use Policy and Facebook Standard must be read, understood and agreed to by the site administrator and content owner.
c. A Site Request & Agreement will be signed by the content owner and approving PIO.
5. City.socialmedia@seattle.gov is the contact email for creation and management of City Facebook sites.
6. All City of Seattle Facebook sites owned by executive departments are subject to approval by the Mayor's Communications Director.

Creation of City Facebook Sites

1. All active City Facebook sites will be “business pages,” not “groups” or “personal/friend” sites.
2. All City Facebook business pages will be created by the CWT upon receipt of a signed Site Request & Agreement.
· NOTE: Though it is very easy, PIO’s and/or content owners should not create Facebook pages independently.  This is due to the need for records retention, disclosability and discovery as required by Washington State law and discussed in the City Social Media Use Policy.
3. A City approved template will be used to create the Facebook site.
4. The departmental Facebook administrator/content owner will create a Facebook friend account using his/her @seattle.gov email address.
· NOTE: This Facebook account will be used for administrative purposes only.  Under no circumstances should it be used for other City or personal business.  
5. The departmental Facebook administrator/content owner will be sent instructions on how to restrict the privacy settings to the employee “account only” and to add in a reviewer email account. 
7. The CWT will add the departmental Facebook administrator/content owner to their business page as site administrator.
8. City Facebook page configuration:
a. The departmental administrator/content owner will select an image for the page and send it to the CWT at cityweb@seattle.gov who will add a simple text trademark at the top of the image. The CWT will upload this image to the Facebook page.
· NOTE: A .PSD template is available, but all graphics must be approved by the CWT.
b. Discussions and comments will be turned off on the Facebook page unless otherwise approved. If comments are turned on, all comments must be moderated per the Social Media Use Policy and Facebook Standard.
c. The CWT will add boilerplate disclosure text in a box on the wall page in the lower left margin. 
d. The info page will include:
· contact phone
· email address
· street address
· link to Seattle.gov
9. Facebook applications will not to be added to City Facebook sites without prior approval by the CWT.
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