POSTING & SOCIAL MEDIA POLICY 
POSTING POLICY
The following procedures have been developed in order to establish a universal posting policy for clubs and organizations and will be enforced for all buildings internal and external as well as all outdoor University property.
Posters, flyers, banners and other materials to be used for the expressed purpose of publicizing an event or activities may not be posted more than ten days before the event date (or before the Event has been approved) and must be taken down 24 hours after the event date.

Each poster, flyer, banner and other material must be pre-approved and stamped "approved for posting". The stamp of approval will indicate the period of time it is allowed to be in place and the date it is to be taken down.

To Approve your Poster… 

1. Bring ONE copy of your flier/poster to the Student Activities Office 

2. Get flier/poster approved by a Student Activities Staff member 

3. Ask for a copy center request form and specify how many copies you will need of your flier/poster

Posters, flyers, banners and other materials may be posted only on locations approved for posting and as indicated below:

1) Only sidewalks in the following locations may be chalked and/or taped with flyers. It is the responsibility of the sponsoring organization to remove the chalk and flyers the day of the event after the event has occurred. Chalking must be pre-approved by the Director of Student Activities. 
     1. Student Center Courtyard Sidewalk
     2. Hurley Hall Cafeteria Entrance
     3. Residence Hall Entrances
     4. Sports Center Entrance

2) Posters, flyers, banners and other materials may only be placed in the following campus buildings (see below). All other buildings are not to be subject to such materials.

3) Materials placed on campus by off campus groups must be pre-approved as above by the Director of Student Activities.

4) NOTHING MAY BE ATTACHED TO THE UNIVERSITY SIGNS THROUGHOUT CAMPUS. Fliers must be posted on designated bulletin boards ONLY. 



Residence Halls
Burnap Hall
Burr Hall
Constitution Hall
Crandall Hall
Laurel Hall
Mead Hall
Niejadlik Hall
Noble Hall
Nutmeg Hall
Occum Hall
Windham Street Apts.
Winthrop Hall

Other Buildings
Admissions Building - NO POSTING ALLOWED
Campus Police - NO POSTING ALLOWED
Child and Family Development Center
Eastern Hall Facilities Building - NO POSTING ALLOWED
Gelsi-Young Administration Building
Goddard Hall Health Services - NO POSTING ALLOWED
Heating Plant - NO POSTING ALLOWED
Hurley Hall
Knight House
Media Center
Parking Garage - NO POSTING ALLOWED
Science Building
Shafer Hall
Smith Library - NO POSTING ALLOWED
Sports Center Student Center - WILL BE POSTED BY STAFF
Webb Hall
Wickware Planetarium
Wood Support Services Center

SOCIAL MEDIA POLICY 
Definitions:

Social media are Internet-based communication channels that use social interaction, scalable publishing techniques, and accessible technology to share user-created content (video, audio, text, and multimedia). Examples include LinkedIn, Twitter, Instagram, Snapchat Facebook, and YouTube.
No Student Club or Organization’s Social Media Pages are affiliated with Eastern.

Social Media Bio Must Include… 

“This social media site is not maintained by Eastern Connecticut State University and should not be construed to be an official communication of the University.  Content is managed solely by the account holder and does not necessarily reflect the policies or opinions of the University.” 
Professional Considerations before Posting: 
· Is the content appropriate? Inappropriate, offensive, injurious, and illegal content is subject to removal and other sanctions.  Repeated inappropriate postings are subject to having those users permanently blocked from Eastern social media sites.

· Is the information correct? Content published should be accurate, consistent, and current. Make sure all dates, times, locations, etc. are correct when advertising events. 
· Intellectual Property: Copyrighted Information cannot be posted without the written approval of the copyright holder; this includes text, photographs, videos, and other creative content.  In addition, sources of information must be cited whenever possible. Eastern and Connecticut State Colleges and Universities copyright policy can be found at http://its.easternct.edu/policies/copyright.htm and at http://copyright.southernct.edu. 
Promoting Your Organization
All events must be approved by the Student Activities Office BEFORE being posted. 
Social media should strive to meet effective marketing goals:

· Contact Information: Social media pages must provide information on who maintains the page(s) and how they may be contacted. Include your club email so people can reach out to you if they are interested in joining your club!
· Descriptive Information: Social media that allow for descriptive information must clearly articulate the purpose of the page, and its primary audience.
· Name:  Make sure your name is clearly related to your club and easy to find.
· Spelling and Grammar:  Edit all posts for spelling and grammar. Also be sure that when advertising events your dates, times, and locations are correct. 
· Third-Party Links:  Links to third-party sites, including commercial sites and other external entities, should be carefully evaluated before being implemented.

