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RULE (2)                              527  

INSTRUCTION 

 

GUIDELINES FOR RESPONSIBLE ELECTRONIC COMMUNICATION BY STAFF 

 

Rice Lake Area School District recognizes that today’s students and staff are deeply engaged in 

electronic forms of communication for their daily interactions with friends, family and their larger 

social networks. Students and staff have turned to email, websites, blogs, text messaging, and use of 

social media websites such as Twitter, Facebook, and others to communicate with similar groups.  

Although these forms of communications are dynamic, mobile, and quickly reach their audience 

through technologies that have become an integral part of our online lives, they may, in many 

circumstances, not meet the public and professional standards for communicating with students, staff, 

and community members that is required by the Rice Lake Area School District. 

 

At all times when using social media and/or engaging in electronic communications, employees are 

required to follow applicable Board of Education policy in addition to state and federal laws. Such 

policies include, but are not limited to, policies pertaining to student records, responsible use of 

technology, mandatory reporting requirements, copyright, discrimination/harassment, distribution of 

materials, anti-bullying, etc.  

 

When communicating electronically with other employees, parents, members of the community 

or the public at large about district business, employees must ensure that such communication 

meets the following standards. 

 

1. The communication occurs using a District-provided or District-approved medium. Examples 

include but are not limited to district email, the district student information system, and/or 

other district purchased resources such as Remind. 

2. The communication is representative of the Rice Lake Area School District. This includes 

word choice, tone, grammar and subject matter that model the standards and integrity of a 

Rice Lake Area School District employee. 

3. The communication is able to be retained in accordance with the District’s records retention 

policy, as well as the laws governing public records and pupil records. 

 

If an employee receives any unsolicited or other electronic communication about district 

business that does not meet the standards defined above the employee shall not respond 

directly other than to redirect the communication to a medium that does meet the standards as 

defined. 

 

Guidelines for Electronic Communication with Students 

 

When communicating electronically with students, employees must be especially diligent to 

ensure that any communication and the medium used to deliver said communication is safe 

and appropriate. In general, employees shall limit electronic communication with current 

students (regardless of the student’s age) and former students who are under the age of 18 

years to the following situations that shall constitute “permission” for electronic 

communication. 

 

1. The communication pertains to matters within the scope of the employee’s professional 

responsibilities and occurs using District-approved mediums. 
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a. Employees shall not communicate with students through their personal social 

network page or any page or platform that is not directly affiliated with the District. 

b. Employees shall use only the district provided email and other District-approved 

messaging tools to communicate with students. 

c. Employees may not communicate with students through text messaging, instant 

messaging, and/or other non-district provided direct messaging except in situations 2 

and 3 defined below. 

 

2. The parent or legal guardian of the student (current or former) has provided written or verbal 

permission for electronic communication between the employee and student in advance of 

said communication. 

a. In this situation, any electronic communication between the employee and student 

must be limited to only the scope and medium of communication approved by the 

parent or guardian. 

 

3. The student is an immediate family member of the employee. Immediate family is defined to 

include spouse, child, parent, sibling, domestic partner, and any current resident of the same 

household. 

 

In all other situations electronic communication with students is prohibited. 

 

If an employee receives a non-school related and unsolicited electronic contact from any 

District student that is not received through District email and is not within the employee’s 

professional responsibilities, then the employee shall not respond to the student using any 

electronic media except to address a health or safety emergency. If the employee responds 

to the student to address a health or safety emergency, the employee shall immediately 

provide a copy of the communications to their supervisor. 

 

Employees are subject to applicable state and federal laws, administrative regulations and 

Board of Education policies in regard to all communications with students. When communicating 

with students through electronic media in accordance with this policy, employees must comply with 

the District’s records retention policy, as well as the laws governing public records and pupil records. 

 

Guidelines for Personal Use of Social Media 

 

This section addresses employees’ use of publicly available social media networks for personal 

purposes including: personal websites, web-logs (blogs), wikis, social networks, online forums, 

virtual worlds, and any other social media. The district takes no position on employees’ decision 

to participate in the use of social media networks for personal use on personal time. However, the 

district recognizes that the line between professional and personal relationships is blurred within 

a social media context. When employees choose to join or engage with district students, families 

or fellow employees in a social media context that exists outside those approved by the district, 

they are advised to maintain their professionalism as district employees and have responsibility 

for addressing inappropriate behavior or activity on these networks, including requirements for 

mandated reporting. When engaging in personal social media use, district employees must:  

1. Comply with all state and federal laws and any applicable district policy or rule. 

2. Be respectful and professional in all communications (by word, image or other means). 

Employees shall not use obscene, profane or vulgar language on any social media network or 

engage in communications or conduct that is harassing, threatening, bullying, libelous, or 
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defamatory or that discusses or encourages any illegal activity or the inappropriate use of 

alcohol, use of illegal drugs, sexual behavior, sexual harassment, or bullying. 

3. Make clear that any views expressed are the employee’s alone and do not necessarily reflect 

the views of the district. Employees may not act as a spokesperson for the district or post 

comments as a representative of the district, except as authorized by the District 

Administrator or the District Administrator’s designee. 

a. When authorized as a spokesperson for the district, employees must disclose their 

employment relationship with the district. 

4. Refrain from any discussion of district business or any discussion that may be considered an 

open record.   

5. Never disclose information that is confidential or proprietary to the district, its students, or 

employees or that is protected by data privacy laws. 

6. Refrain from posting images of co-workers without the co-workers’ consent; images of 

students; or any nonpublic images of the district premises and property, including floor plans. 

 

Penalties and Process 

 

Failure to use electronic communication resources in a manner that is consistent with the 

guidelines established herein will subject employees to the regular disciplinary processes and 

procedures of the district and may result in disciplinary and/or legal actions. The particular 

consequences for violations of this policy shall be determined by district administrators. The 

District Administrator or designee and the Board of Education shall determine when 

termination of employment and/or legal action or actions by the authorities are appropriate.  
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