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The purpose of this policy is to ensure that Easttown Library’s (the Library) external communications 
are consistent with the Library’s mission to create opportunities to learn, connect, explore, and enrich. 
Communications should strive to achieve the following goals:  
 
Goals  

• Increase community awareness, support, and use of the Library  
• Communicate the value of library services  
• Promote a positive image of the Library 

 
Authority and Responsibility  
In order to provide the most current and consistent information about Easttown Library, all contact 
with news media will be carried out through the Library Director or the President of the Library Board 
of Trustee, although, at times, individuals occupying such positions may refer the media to specific 
staff members. The Library Board President is the spokesperson for the Library Board of Trustees. All 
inquiries from reporters or other media persons should be reported immediately to the Library 
Director. When requested by the Library Director, employees who represent the Library as media 
spokespersons should avoid speculation on any topic and refrain from offering personal opinions about 
library policies or programs, even when asked to do so by a reporter. 

When asked by the public for information related to library business, general operations, or policy, 
staff are limited to giving information within the scope of the respondent’s job duties. All requests for 
information beyond the scope of those duties or, in the case of doubt, should be referred to the 
Director, Assistant Director, or Person in Charge.   

For requests for information or submission of a subpoena from law enforcement, staff and volunteers 
are instructed to respond as follows, “I am not authorized to accept this or discuss it with you. I will 
refer you to someone who is.” Immediately refer the request to the Director, Assistant Director, or 
Person in Charge. For more information about how to respond to requests by law enforcement, refer 
to CCLS Staff Law Enforcement Guidelines Presentation.  
 
Promotional Materials 
The Community Engagement Librarian is responsible for promotional, informational, and social media 
communications. All materials and communications should be professional, accurate, and provide a 
positive image of the Library. Official communications, such as newsletters, generated by other 
departments are reviewed by the Community Engagement Librarian before being sent. 
 
Photography or recording by the library 



 

Easttown Library staff has the right to photograph, film, and record library events and customers for 
promotional use. Visitors to the Library, or participants in any library event being captured on film or 
by photograph, will be advised in advance, verbally or through signage, that their participation in the 
event acts as consent to being photographed, filmed or recorded, unless they otherwise clearly 
indicate the contrary to Library staff.   
 
Photography or recording by members of the public or the media 
Photography and video or audio recording by visitors to the Library are generally permitted if it is 
strictly for personal use.  

Photography and video or audio recording for commercial purposes or as a setting for a project or 
other endeavor are permitted only if the activity has been expressly approved by the Director.  Such 
requests will be reviewed to ensure the activity would not be disruptive to or interfere with library 
operations, or be inconsistent with the Library’s mission. 
 
Social Media  
Easttown Library uses social media as a way to inform and engage the public. Comments, posts and 
messages from patrons are welcome. Posted comments are the opinion of the author only and 
publication of a comment does not imply agreement or endorsement by Easttown Library. The public 
are cautioned not to put personal information on any forum or in any post. By posting, the user agrees 
to hold the Library, employees, and Board free from any liability.  

Library staff reserves the right to review all postings and delete comments that are inconsistent with 
library generated content or violate the Library’s Behavior Policy. The Library Board gives full authority 
and discretion to Library staff to decide whether any particular content or behavior is not in 
compliance with this policy. Staff may block the person responsible for posting such content from 
further posting to the Library’s social media sites. In most cases, the Library will give one warning that 
such persons are violating the policies contained herein before blocking. Posts that fall within any of 
the following categories will be deleted by library staff and/or lead to a warning and subsequent ban: 

• Obscene, sexist, homophobic, racist, or otherwise bigoted content. 
• Harassing comments or postings against Library staff or other social media users.  
• Harassing comments or postings that include profane or obscene statements or images, 

threatening physical harm toward another person, and engaging in behavior with the sole 
intent of harassing another person. 

• Libelous statements. 
• Plagiarizing or posting copy-righted material without permission or authority from the copyright 

holder, upon request of the copyright holder. 
• Private, personal information of another person without appropriate consent or authority.  
• Comments, postings, and/or hyperlinks not related to the content created by Library staff. 
• Advertisement and solicitations not expressly permitted by the Library. 
• Photos, videos or other images that fall in any of the above categories 



 

Library staff shall make a clear distinction between professional and personal use of social media. 
Further guidelines regarding employee use of social media can be found in Easttown Township’s 
Personnel Manual, page 11.  


