
 

Roman Catholic Diocese of Albany 

Social Media Policy 

At the Roman Catholic Diocese of Albany, including its parishes and affiliated entities (“Employer”) we 

understand that social media can be a fun and rewarding way to share your life and opinions with family, 

friends, and co-workers around the world.  However, use of social media also presents certain risks and carries 

with it certain responsibilities.  To assist you in making responsible decisions about your use of social media, 

we have established these guidelines for appropriate use of social media.  If you engage in the use of social 

media, you are expected to support the Employer’s mission and image, and always adhere to key social 

principles of being authentic, responsible, and respectful. 
 

This policy applies to all associates who work for the Employer, and to all use of social media whether such use 

occurs using Employer or personal technological resources and whether such use occurs during working or 

non-working time.   

 

Guidelines 

In the rapidly expanding world of electronic communication, social media can mean many things.  “Social 
Media” includes all means of communicating or posting information or content of any sort on the Internet, 
including to your own or someone else’s web log or blog, journal or diary, personal website, social networking 
or affinity website (including, but not limited to, Facebook, Twitter, Instagram, LinkedIn, TikTok, and similar 
tools and applications), web bulletin board or a chat room, whether or not associated or affiliated with the 
Employer, as well as any other form of electronic communication.  The absence of, or lack of, explicit 
reference to a specific social media platform does not limit the extent of the application of this policy.  
 
The same principles and guidelines found in the Employer’s policies apply to your activities online, including 
without limitation the sexual harassment and other workplace discrimination policy, and code of conduct.  
Ultimately, you are solely responsible for what you post online.  Before creating online content, consider some 
of the risks and rewards that are involved.  Keep in mind that any of your conduct that adversely affects your 
job performance, the performance of fellow associates or otherwise adversely affects members, customers, or 
suppliers of the Employer, people who work on behalf of the Employer, or the Employer directly, may result in 
disciplinary action up to and including termination. 
 
Nothing in this Policy is intended to, or will, limit or infringe on the exercise of the right to engage in 

protected, concerted activity under Section 7 of the National Labor Relations Act (“NLRA”).  Reminders of 

those rights have been noted in selected provisions of this Policy, below. 

Know and follow the rules 
Carefully read these guidelines, the Employer statement of policies and procedures, the sexual harassment 
and other workplace discrimination policy, and ensure your postings are consistent with these policies.  
Inappropriate postings that may include discriminatory remarks, harassment, and threats of violence or similar 
inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary action up to and 
including termination. 



Be respectful 

Always be fair and courteous to fellow associates, members, suppliers, or people who work on behalf of the 

Employer.  Also, keep in mind that you are more likely to resolve work-related complaints by speaking directly 

with your co-workers or by utilizing the Employer’s open-door policy than by posting complaints to a social 

media outlet.  Nevertheless, if you decide to post complaints or criticism, avoid using statements, 

photographs, video, or audio that reasonably could be viewed as malicious, obscene, threatening or 

intimidating, that disparage customers, members, associates or suppliers, or that might constitute harassment 

or bullying.  Examples of such conduct might include offensive posts meant to intentionally harm someone or 

posts that could contribute to a hostile work environment on the basis of race, sex, disability, religion, or any 

other status protected by law or Employer policy.  Nothing in this provision should be read to limit or interfere 

with an employee’s NLRA Section 7 rights to express or discuss their opinions regarding the terms and 

conditions of employment with co-workers and/or third parties.  

 

Be honest and accurate 

Make sure you are always honest and accurate when posting information or news, and if you make a mistake, 

correct it quickly.  Be open about any previous posts you have altered.  Remember that the internet archives 

almost everything; therefore, even deleted postings can be searched.  Never post any information or rumors 

that you know to be false about the Employer, fellow co-workers, members, customers, suppliers, and people 

working on behalf of the Employer. 

 

Post only appropriate and respectful content 

• Maintain the confidentiality of private and confidential information belonging to the Employer, and 
refrain from posting any such private or confidential information.  

• To protect confidential and proprietary information of the Employer and its members, suppliers, and 
vendors, do not publicly discuss Employer members, suppliers, or vendors, whether confidential or not, 
outside employer-authorized communications. 

• Do not create a link from your blog, website, or other social networking site to an Employer website 
without identifying yourself as an employee. 

• Express only your personal opinions.  Never represent yourself as a spokesperson for the Employer.  If 
the Employer is a subject of the content you are creating, be clear and open about the fact that you are 
an associate and make it clear that your views do not represent those of the Employer, fellow co-
workers, members, suppliers or people working on behalf of the Employer.  If you do publish a blog or 
post online related to the work you do or subjects associated with the Employer, or if your social media 
identifies you as an employee, make it clear that you are not speaking on behalf of the Employer.  This 
may be accomplished by posting the following disclaimer in the “About Me” section of your social 
networking profile “I am not authorized to speak on behalf of the Roman Catholic Diocese of Albany or 
its affiliates and the views expressed on this website/blog are mine alone and do not necessarily reflect 
the views of the Diocese or its affiliates.”  

• Do not provide references for other current or former employees on social media (e.g., LinkedIn).  
• Do not use Employer email addresses to register on social networks, blogs or other online tools utilized 

for personal use. 
 

Using Social Media at work 

Refrain from using social media while on work time or on equipment provided by the Employer unless it is 

work-related as authorized by your manager and done in a manner consistent with the Employer’s Company 

Equipment Policy.  Other than those authorized to use social media as part of their job responsibilities, 



employees may only access social media during non-working time (i.e., breaks, meal periods, and/or before 

and after work).  Social media activities shall not interfere with work commitments.    

USE OF SOCIAL MEDIA BY THOSE IN MINISTRY 

 
With the increased use of social media technology, it is important to understand the appropriate use of such 
technology by pastoral ministry staff who work with children and youth, including volunteers, for the Roman 
Catholic Diocese of Albany, its parishes, and affiliated entities (hereinafter “Employer”).  This policy is not 
intended to restrict the flow of useful and appropriate information but is instead designed to protect 
Employer from the unauthorized disclosure of information and to otherwise protect Employer, its employees, 
and customers from any harm that might result through staff misuse of social media. 
 
The following directives will hereby serve as the standards for electronic media use.  The following must be 
read and signed off on before ministry can begin.  A copy of the signed statement indicating knowledge of 
these directives will be kept on file in the parish, school, or organizational office. 
 
Social Networking: Personal Accounts 

• Priests, deacons, religious, and lay ecclesial ministers should establish separate sites and pages for 
personal and professional use.  Personal pages and information may never be advertised or 
accessible to children and youth. 

• Priests, deacons, religious, and lay ecclesial ministers who use social networking sites, either for 
ministerial or personal use, must be vigilant in representing themselves as ministers of the Catholic 
Church.  Anything that could cause scandal (e.g., descriptions of inappropriate use of alcohol; use of 
inappropriate language, etc.) must be avoided. 

• Staff are prohibited from interacting with minors using personal social media accounts. 
• Use of social media is subject to all the Employer’s policies regarding appropriate workplace conduct, 

including, but not limited to, policies on harassment, prohibited conduct, confidentiality of 
information, information security, Employer property, and use of technology. 

• There should be no expectation of privacy while using social media as postings may be viewed by 
anyone, including the Employer.  The Employer may, at its discretion, review your use of social 
media. Please note that this policy applies even if your use of social media is anonymous or under a 
pseudonym.  If you engage in such social media use, you should be aware that, in appropriate 
circumstances, the Employer will take steps to determine your identity. 

• Information regarding an applicant’s/employee’s protected status(es) learned of through social 
media or any other forum will not be considered in hiring or other employment decisions. 

• If staff sees unfavorable opinions, negative comments or criticism about the Employer’s products or 
services on social media, they should not try to have the post removed or send/post a written reply.  
Instead, this information should be forwarded to the Diocesan Communications Department, which 
will take appropriate action. 

• Posted information, opinions, references, and resources should reflect the teachings of the Catholic 
Church. 

• If a staff member becomes aware of a violation of this Policy, they are expected to report it promptly 
to diocesan Human Resources. 

 
Social Networking: Employer-Related Accounts 

• Parents must be informed that a social networking site is being utilized as a standard part of the 
ministry. 

• A minimum of two adults functioning in an official parish, school, and/or organizational capacity 
should have full administrative access to the account/site(s). 



• Both adults must be registered to have e-mail alerts of page activity sent to their official 
organizational e-mail addresses.  This allows for a quicker response time to urgent requests and 
helps to ensure that all postings are appropriate. 

• In photographs of youth activities, youth may not be “tagged,” or identified by name in the 
photograph. 

• On the original social networking site, the “no tagging” option must be set. 
• Because of the potential for family or teen crises, the nature of ministerial expectations or time 

relevant information, the page should be monitored frequently by official organizational personnel. 
• Professional, ministry-based blogs may only be used to promote upcoming events or programs and 

for the purpose of evangelization and providing resources and information within the ministry 
setting.  Such blogs may not be used to conduct or promote outside business and/or personal 
activities and should not divulge any personal information regarding those being ministered to. 

• Communications should be professional and are being rendered on behalf of the parish, school, or 
organization to young people.  Purposes include disseminating fliers for upcoming activities, 
permission/consent forms, calendars, and ministerial updates, posting links and references for faith 
formation; communicating sacramental preparation information or parent resources; 
communicating daily Scripture passages, prayers, or spiritual links/resources. 

• If youth engage in social media as a part of an officially sanctioned organizational activity, such 
activity must be monitored by at least two adults.  No youth may be identified by name or other 
personal information, and the content of such a blog must reflect Catholic Church teaching and 
values. 

 
E-Mail and Text/Instant Messaging 

• Communications should be professional and rendered on behalf of the parish, school, or 
organization to youth.  Use a parish, school, or organizational e-mail account when communicating 
parish, school, or organizational business.  Users must identify themselves using their professional 
title in addition to their signature. 

• Good judgment should always be used with text-based communication tools.  It must be assumed 
that all communications are or have the potential to be publicly known.  Avoid engaging in 
postings/communications that could be misconstrued or misinterpreted. 

• Parents should be informed of the use of e-mail or instant messaging for communications purposes 
with minors, and that it is a standard part of youth ministry. 

• Priests, deacons, religious, and lay ecclesial ministers should maintain separate e-mail accounts for 
professional/church and personal communications. 

• Clear guidelines or parameters must be established regarding times of communication between 
adults and youth.  Those who minister with young people should pre-determine a time when it is too 
late to take a professional call, except in the case of serious urgency. 

• Care should be taken to maintain professionalism and appropriate boundaries in all communication.  
Do not overstep the boundaries of adult/youth relationships.  Avoid any communication which might 
be construed as having sexual overtones.  Do not reply to any such e-mail received from youth; make 
and keep a copy of any such inappropriate communication and notify a supervisor.  The latter will 
inform parent(s) or guardian(s) of inappropriate communications. 

• E-mail can be misinterpreted.  Always double check messages to see if someone reading it might 
read something into it that is not intended or if your message might be misinterpreted.  If you think 
an e-mail might somehow be misunderstood, do not send it.  Do not send messages in haste or when 
strong emotions are involved. 

 
 
 



Online Video and Chat Rooms 
• Any use of live streaming or chat rooms that leads to, supports, or encourages exclusive youth- adult 

relationships is prohibited. 
• When posting videos online, extreme care must be taken to protect the privacy of youth, and such 

videos may only be used to showcase/advertise ministry related events and activities. 
• At no time is one-on-one video or chat room interaction appropriate between adults and minors. 
• When presenting personal opinions and engaging in chats/discussions, it is essential for pastoral 

ministers to remember that they will be seen as representing the values of the Catholic Church. 
 
Additional Requirements 

Special requirements apply to publishing promotional content online.  Promotional content includes any 

statements designed to endorse, promote, sell, advertise, or otherwise support products or services offered 

by Employer for sale.  Accordingly, in accordance with Federal Trade Commission regulations, should an 

employee discuss any products or services offered by the Employer for sale while using social media, they 

must disclose that they are an employee of the diocese, its parishes, or affiliates. 

 

Employees may not post any logo, trademark, product photos or other trademarked materials belonging to 

the Employer on social media for commercial or other use, other than those protected by the NLRA, unless 

prior authorization has been obtained from the Employer. 

 

If you see unfavorable opinions, negative comments or criticism about the Employer’s services posted by third 

parties, do not try to have the post removed or send/post a written reply.  Instead, forward this information to 

the diocesan Communications Department, which will take appropriate action. 

 

Employer-Authorized/Created Accounts/Pages/Sites/Blogs 

From time to time, the Employer may create social networking accounts, pages, sites, or blogs on which 

designated employees may post.  Creation of such site requires the approval of Employer, and only authorized 

associates may operate these sites. 

• Upon request, employees engaged in Employer-authorized social media use must disclose passwords 

for the Employer’s social media accounts.  Such employees must also relinquish all right to access such 

accounts upon termination of employment or transfer from position. 

• Only authorized employees can prepare and modify content posted on the Employer’s behalf. 

• Employees must identify themselves as employees when posting comments or responses on Employer 

social media accounts, pages, sites, etc.   

• The Employer retains exclusive and unilateral right to change administrative rights and passwords and 

block access to diocese social media accounts, pages, and sites. 

 

Retaliation is prohibited 

The Employer prohibits taking negative action against any associate for reporting a possible deviation from 

this policy or for cooperating in an investigation.  Any associate who retaliates against another associate for 

reporting a possible deviation from this policy or for cooperating in an investigation will be subject to 

disciplinary action, up to and including termination. 

 

Media contacts 

Associates should not speak to the media on the Employer’s behalf without contacting the diocesan 

Communications Department.  All media inquiries should be directed to them. 



 

Review and Acceptance 

 

I have read the Roman Catholic Diocese of Albany Social Media Use Policy.  I understand and agree with the 

obligation of adhering to the regulations and guidelines contained herein. 

 

Name: ____________________________________________________ 

 

Signature: _________________________________________________  

 

Name and location of parish/school/agency: 

___________________________________________________________ 

         

Date: ______________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revised October 2024 

 

 


