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Online Communications
[Part of Human Resources Policy]
APPLICABLE TO ALL STAFF AND VOLUNTEERS

Application
This policy pertains to the use of online communications by all Congregational staff,
members and volunteers.
For the purposes of this policy, “online communications” shall include, but not be limited
to:







Electronic mail (e-mail);
Chat (such as Facebook Messenger and WhatsApp)
Social Media and content-sharing services (such as Facebook, Twitter, LinkedIn,
YouTube, Flickr, Instagram, Snapchat, TikTok and blogs.)
Websites and wikis;
Electronic newsletters;
Videoconferencing (such as Zoom, GoToMeeting and WebEx)

Agreement to observe and comply with this policy is a condition of employment
for staff, as well as a condition for the continued engagement of volunteers in the
positions they hold.

Covenant
1. Acceptance and practice of this Covenant is the foundation for our congregation’s
online communications. It applies to all members and staff, including long-term
contract employees.
2. Unitarians and Universalists gather in community with shared understandings,
expectations, and codes of conduct to nurture positive, respectful and satisfying
relationships that characterize a healthy congregational culture. Online
communications form a significant part of our community’s interactions. We
therefore consent to and accept measures that ensure our online communications
are clearly understood and accepted as intended.
3. We recognize that our online communications, due to media limitations, can have a
negative impact when compared to more fulsome face-to-face or vocal
communications in each other’s presence. With the absence of direct eye contact,
vocal tone and body language, screen-based communications can appear harsher
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and less indicative of our true intent. We will therefore endeavor to ensure that our
online communications are clearly stated, received and understood.
4. We know that the wider community, including members, friends, and visitors of
First Unitarian share in our online community. As a result, we will also conduct
communications about sensitive matters, debates and disagreements to better
suited communication channels. and will direct questions or comments about such
matters to the appropriate person or committee for resolution where appropriate.
This direct referral will reduce the risk of misunderstanding.
5. We will call on one another to present our best selves by the way we use online
communications. To avoid being subsumed in a digital world, we will strive to build
greater understanding and more meaningful connections with one another.

Expectations and Standards
1. While all online communications will be conducted in a manner consistent with the
Covenant, acceptance and practice of the following standards will be specific
measures of the appropriateness of each and every online communication entered
into by staff and volunteers:
o Is respect and reason present in the communication?
o Is the appropriate tone and language used in the communication?
o Is the communication unnecessarily aggressive, confrontational, or
argumentative, rather than being explanatory, clear and communicative?
o Is the communication disruptive to activities and/or relationships within the
Congregation?
(Note: Other reasonable specific measures may be added if necessary.)
2. We will respect someone who notes that we have not chosen an appropriate
communication medium for particular topics. Should this feedback be received, the
originator of the communication will contact that person directly to resolve the matter
through off-line discussions.
3. We recognize that, if an authorized online moderator or meeting host receives a
complaint or observes online behaviour that does not meet the shared norms set out
in this policy, they have the authority to remove any online text, image or recording
resulting from the behaviour (having previously made a copy for presentation to the
Executive Committee pursuant to (5) below).
4. The moderator or host of an online communication channel has, in addition to (3)
above, the authority to deny a specific originator access to the respective channel,
provided appropriate warnings have first been issued. It is understood that, in an
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extreme case, denial of access may take place without warning.
5. The moderator or host will advise the Executive Committee of all denials or removed
items, in a manner and schedule determined by the Executive Committee.
6. A record of all warnings, deletions and access denials will be retained by the
Executive Committee.
7. An individual denied access may be reinstated when they have agreed to
reasonable measures intended to ensure they will abide by this Covenant,
Expectations and Standards in the future. Reinstatement and the terms applicable
will be determined by the Executive Committee.
8. All communications will reflect the values and high standards of integrity of our
congregation.
9. No communication shall include content that is illegal, obscene, defamatory,
profane, libelous, threatening, harassing, abusive, ridiculing or hateful to another
person or group of persons or another organization. First Unitarian's
Anti-Harassment Policy applies to all online and offline communications.
10. The very nature of online communications means that those participating in it are
potentially vulnerable to the malicious efforts of other Internet users. From time-totime, the Executive Committee may issue guidelines and recommendations intended
to reduce the potential exposure of the Congregation and its members to such
malicious activities and to promote the continued integrity and confidentiality of
online communications. Staff and volunteers shall follow those guidelines and
recommendations as far as practicable, and shall promptly report to the Executive
Committee all instances where the guidelines and recommendations could not be
fully applied.
11. From time–to-time, the Executive Committee may stipulate that a specific technology
or platform be used for a particular type of communication within the Congregation.
(For example, one particular software might be chosen for congregational
webconferencing.) Furthermore, the Executive Committee may issue usage
guidelines for such technologies. Staff and volunteers shall follow those guidelines
and recommendations as far as practicable, and shall promptly report to the
Executive Committee all instances where the guidelines and recommendations
could not be fully applied.

12. First Unitarian's Privacy and Confidentiality Policy will apply. Confidential
information includes details about current projects, software, finances and personal
information (e.g., personal contact information, photographs, financial and medical
information) regarding staff, board members, volunteers and other people involved
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with First Unitarian.
13. When using online communications tools, staff and volunteers will be mindful of laws
governing copyright and fair use of copyrighted material. This includes First's
publications and logos. Quoted text will be attributed to its original source.
14. People who engage in online communications with First’s leaders and volunteers will
not always see the distinction between that individual’s personal life and their role at
First Unitarian. Therefore, the Congregation’s leaders and volunteers must carefully
consider the content of their online communications.
15. -Unless communicating in the capacity of a representative of First authorized by the
Board or the Executive Committee, any statement regarding the Congregation will
start by noting that what follows are the individual’s personal ideas, opinions and
conclusions, and are not a reflection of the policies or views of First Unitarian.
16. All online communications must adhere to First Unitarian's Safe Steps Policy, which
strives to provide a safe environment for children, youth and vulnerable adults.
Those involved in online communication with persons under 18, shall:
a.
b.

c.
d.
e.
f.

Communicate with youth assuming a parent or another adult is present, or has
access to a copy or recording of the communication;
Whenever possible, use group communications rather than individual ones;
and include another involved volunteer or staff member on all communications
with youth;
Ensure texts and e-mails are short and informative, relate only to upcoming or
recent events, and require yes or no answers; do not send chatty texts;
Use a Facebook group, rather than friending individual youth;
Whenever possible, communicate directly with youth only with the prior
consent of parents;
Never take, post, or share photos or video of children, youth or vulnerable
adults, without explicit parental consent.

17. The providers’ Terms of Use for every communications platform will be respected.
18. First Unitarian staff time and technology are reserved for congregational activities.
The stewardship of resources is extremely important. Personal communications
activities should not interfere with work commitments.

Compliance
Non-compliance with this Policy could lead to disciplinary action, up to and including the
termination of an individual’s employment or volunteer relationship with First Unitarian.
Principles of fairness and due process will apply.
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