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Great Lakes Council Boy Scouts of America

GLC INTERNET & INTERNAL COMMUNICATION SUMMARY

The communication outlets to be used on the Internet for the Great Lakes Council (GLC) may include any
of the following:
e The council web site — A one-stop shop for all in-depth and long-term information related to
Great Lakes Council.
e E-Lists — E-mails sent out on a weekly basis with the most up-to-date information and event
promotions. An E-List will be maintained for each district, and users may opt in or out at will.
e Twitter —-Per i odi c short messages sent to t hose w h
tweets. May provide links to more information.
e Facebook — More in-depth than Twitter, with news, information, and discussions on what is
happening within the council.

All content to be placed on the web site, as well as in the E-lists, must flow through the professional staff
advisors before being posted or broadcast. This review will take place to insure that all content meets
the following standards:

e Accurate

e Timely

e Adherence to Youth Protection guidelines
e Privacy standards are met

e (Content is appropriate

e BSA Internet guidelines are met

POLICY STATEMENT

’

The Great LakesC o unc i | s member s hi p an dGredt hales Cgoeunnecriall’ sp uObflfii
Web Site (www.glcscouting.org) as an authorized publication of the council. Because the council will be

held accountable for the content of its site, the site is to be wholly owned by the council and

administered by a professional council employee. Council volunteers may participate in the site

maintenance under the direction of authorized council employees.

RULES AND REGULATIONS

The Great Lakes Council (GLC) is the primary means of delivering the Scouting program to the
metropolitan Detroit area, and is the main point of contact for volunteers. Much of this is in the form of
publishing or advertising. All GLC publications must observe the rules and regulations of the Boy Scouts
of America, as required by our charter. The Rules and Regulations of the Boy Scouts of America, No. 57-
492, and the Charter and Bylaws of the Boy Scouts of America, No. 57-491, are primary resources for
these policies and procedures.
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REPRESENTATION

The Boy Scout s of America’ s N a t iit ovil acknowlédgeuother i | pr o’
council ' s we b sites titl ed, “Standards and Gui de|
Counci l Web Sites?”. | GLC, theNational Cognailimay éntludera evesb linkande me t b

refer others the GLC Web Site. The GLC Web Site however is the product and possession of the Great
Lakes Council, and as such is representative only of the Great Lakes Council.

Non-GLC program committees and organizations that charter Scouting units through the Great Lakes
Council may choose to make use of the Internet in their execution of the Scouting program. They may
choose to follow these guidelines and procedures or they may choose to create their own. In either
event, because there are insufficient GLC resources to monitor these sites, they will not be granted GLC
Approved Site status. Specifically, links to all sites that are not GLC Approved must clearly identify that
the linked sites have not been endorsed or approved by GLC. In addition, any unit site wishing to have a
link from a GLC Approved Site must adhere to these the following Council Guidelines and Procedures.

The term, GLC Approved Site, refers to program or unit sites that meet these guidelines through the
execution and adherence to the following Council Guidelines and Procedures.

COUNCIL COMMUNICATION OUTLETS

The primary communication outlets used via the Internet will be the council web site, E-Lists, Twitter,
and Facebook. Table 1 below, defines these outlets.

The process for placement of content is as follows:

e The contentis sent to

0 The committee or event staff advisor for council information, or to the district
professional for the district web pages.

0 The council Communication Director.

e The professional staff advisor will insure the accuracy of the content and will then forward

approval for distribution to the Communication Director. This approval need not be in writing.
e The Communication Director will format and place the content on the web site or E-List.

All materials must be submitted through the professional staff advisor.
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Table 1

Boy Scouts of America

Outlet Z?J::lgiitnce g;i:'jilt::(teifn Information Type Suggested Topics
Web Site e General No content One-stop shop for all e Calendar issues (well in
public deadline. in-depth and long- advance)
e Pack, troop, | Updates are term information e All announcements and
and crew made on an related to Great Lakes promotions
leaders ongoing basis. Council. District and e Registration information
e District council web sites need and links
leaders to include current e |deas, helps, who to call,
e Parents contact information. how something works,
e Scouts and resources
o Articles from
committees-training,
advancement, camping,
and activities
E-List e Pack, troop, | Content Most up-to-date e Announcements
and crew deadline is each | information or e Event promotions
leaders Monday at the “br eaki dkgs e Event registration links
e District close of is not the outlet for
leaders business. E-Lists | static articles (more
e Parents are sent out on than two weeks).
Wednesday.
Twitter e Pack, troop, | No content Short messages and e Announcements

and crew deadline. Tweets | announcements e Event promotions
leaders may be sent on

e District an as needed
leaders basis.

e Parents

e Scouts

Facebook e Pack, troop, | No content Any breaking news or e Announcements

and crew deadline. announcement, e Event promotions
leaders Updates are discussions, event e Opportunity for

e District made on an promotion. discussion
leaders ongoing basis.

e Parents

e Scouts

COUNCIL GUIDELINES AND PROCEDURES

The following GLC Guidelines were derived from the National Guidelines provided by the Boy Scouts of
America and are hereby adopted as the chief guidelines governing the GLC Official Web Site.

The Great Lakes Council has adopted the associated procedures as the means by which the guidelines
are implemented.
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Guideline #1: The council will have direct control over the content of its official site.

e Procedure 1.1 — All GLC Web Site content must be approved by an authorized Scout professional
who is employed by GLC and assigned one or more domains in which they are identified as the
information owner.

e Procedure 1.2 — The content of GLC Approved Sites must be managed and approved through a
documented procedure that assures that the owning GLC District or GLC Program has direct
control over the content.

Guideline #2: The content of the council site will be appropriate to the Scouting movement.

Guideline #3: The council site will not contain links to any sites that contain material that is not
appropriate to the Scouting movement.
e Procedure 3.1 — The Council Communication Director will perform quarterly site audits to
ensure that all URL links on the council web site that link to sites not considered GLC Approved
Sites, are prefaced with an appropriate disclaimer. In addition, the following, or similar,
statement will be displayed on each page of the council web site:
The links on this pge may not have been created or maintained by Great Lakes
Council, BSA and may contain links to r8aouting sites.
Any ads or links on these sites are not necessarily endorsed by Great Lakes Council,
BSA or the Boy Scouts of America

e Procedure 3.2 - The Webmaster of a GLC Approved Site will perform quarterly site audits to
ensure that all URL links on GLC Approved sites, that link to sites not considered GLC Approved
Sites, will be prefaced with an appropriate disclaimer. Unit sites may not be GLC Approved Sites.

Guideline #4: The council site will not contain advertisements or commercial endorsements.

Guideline #5: The council site will not engage in the electronic sale of BSA Supply Division
merchandise or competing products.

Guideline #6: The council will not replicate any BSA publication currently for sale through the Supply
Division.

Guideline #7: Council sites will abide by all laws regarding copyrights, trademarks, and other
intellectual property ownership designations, and by those pertaining to the Internet.
e Procedure 7.1 - The source and ownership of all material posted to the GLC Web Site must be
known and documented. Table 2 identifies the required documentation for a given ownership
condition
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Table 2

Creator Owner Documentation

Great Lakes Council Great Lakes Council The council s
statement: ©2010 Great Lakes
Council, Boy Scouts of America

Third Party - under terms of a Great Lakes Council The council s

contract or agreement with the statement: ©2010 Great Lakes

council Council, Boy Scouts of America

Third Party — NOT under terms of | Third Party or others. Written permission to publish

a contract or agreement from the owner that specifies:

with the council e The owner

e A description of the material
(attach a copy if possible)

e The purpose for which the
material will be used

e When or how many times it
will be used

e That permission to publish
has been granted to Great
Lakes Council.

e Procedure 7.2 - All submissions to GLC Approved web sites become the property of GLC.

Guideline #8: Council sites will consider the safety and privacy of their members and participants by
obtaining the necessary permissions to release information about or images of any individual.

e Procedure 8.1 — Table 3 identifies the information about individuals that may be posted on a
GLC Approved Site and the required documentation that the GLC information owner must
possess before authorizing the web site posting.

e Procedure 8.2 - Contact information for youth members (mailing address, e-mail address or
personal telephone number) will not be published on a web site or within a document posted to
a web site, under any circumstances.

Table 3
. Information permitted on .
Individual . p Required Documents
council web site
Scouting Professionals e First Name
e Last Name

e Scouting Positions or Roles

e Professional E-mail Address

e Professional Telephone
Number

e Picture

Scouting Volunteers e First & Last Name Signed Talent Release

e Scouting Positions or Roles

e Personal E-mail Address

e Phone number

e Picture
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Individual Inforrr.1at|on p.ermltted on Required Documents
council web site
Youth Participants e First Name & Last Name Parental/Guardian Signed &
e Scouting Position or Rank Witnessed Talent Release
e Pictures wherein the youth is
identified
e First Name & Last Initial No Documentation is required

Unit number
Pictures wherein no youth is
identified

Guideline #9: The publication of information on the GLC Web Site is intended to augment but not
replace traditional communication channels.

Guideline #10: TheGLC2 S0 { AGS aKFff O2YLX e gAGK GKS F2dzNJ adl

practicesé (i.e., Notification, Choice, Security, and Access) if ever and whenever information is
collected about site users.

e Procedure 10.1: Notification - Visitors to all GLC Approved sites will be notified whenever
personal information is being gathered. They will be informed by the site as to what information
is being gathered, how that information will be used by the GLC organization and with what
third parties the information will be shared.

e Procedure 10.2: Choice - Visitors to all GLC Approved sites will be provided with the means to
contact any GLC organization that is collecting their personal information to ensure that their
personal information is not shared.

e Procedure 10.3: Security - Visitors to all GLC Approved sites will be notified of the means by
which their personal information is protected from misuse, alteration or access by unauthorized
users.

e Procedure 10.4: Access - Visitors to all GLC Approved sites will have reasonable access to any
personal information about themselves that a GLC organization has collected through the web
site and will have a means to correcting or amending the information if it is inaccurate.
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COUNCIL WEB SITE CONTENT STANDARDS

The following file formats are acceptable for publication to GLC Approved sites.

Microsoft Word documents........ccceeveeveeeiniieeeiicieeeseiieee s filename.doc
Graphic Interchange Format documents.........ccccoeecvveeercvnennnn. filename gif
Hypertext Markup LangUage .......cceeevcuvveeercvieeesiieeeescineeenne filename.html
Joint Photographic Experts Group documents..........ccceeeueeee. filename.jpg
Portable Network Graphics........cccvvevvcieeeiniieeeiscieeeeesieee s filename.png
Microsoft Publisher documents.........cccceevecieeeiicieeeincieee s filename.pub
Rich Text FOrmat....cccoveiiiciiie et filename.rtf
Portable Document FOrmat .......cccceeeeiieeecciiee e filename.pdf

Webmasters may choose to convert any of the submitted content to Portable Document Format.

COUNCIL WEB SITE UPDATES & MAINTENANCE

The GLC web site is the responsibility of the GLC Internal Communication Committee. This committee
shall include the GLC Internal Communication Committee chair, the GLC Webmaster, and any additional
members the chairman deems appropriate.

The council web site shall be monitored and updated on an ongoing basis. In addition to regularly
posting new information, outdated information and events shall be removed in a timely manner. The
process for the posting (web site and Facebook) or broadcast (E-Lists and Twitter) of information shall
follow current council procedures and needs.
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COUNCIL WEB SITE & E-LIST CONTENT GUIDELINES

e Contacts: Submissions for each of these communication outlets must be made to your
professional partner or district professional.

e Format: The preferred format for submissions is in Word or text format. Submissions must be
made in layout-ready condition with correct spelling and grammar. The editors reserve the right
to change material in minor ways, including reducing for space.

e Tone: Write in a friendly, conversational tone. Check past articles you consider informative and
imitate the style. Keep key information at the very front of articles and give details later. Avoid
passive voice, long windedness, and repeating yourself.

e Length: Good articles come in all sizes. Most announcements and reminders may be 10 to 100
words, while new ideas, explanations, and descriptions may be 200 to 300 words. Contact your
professional partner or district professional if you need to communicate this much information and
discuss the best venue for your information. Keep paragraphs short and succinct. Focus on one
subject per message area. Separate subjects by lines or spaces. Just make sure the themes do
not run together and confuse the viewer and convey incorrect information.

e Clarity: Please make sure your information is understandable to all by avoiding Scouting jargon
and acronyms. An example of this would be to use the title senior patrol leader and not the
acronym SPL.

e Accuracy: Accuracy is a must, so when in doubt, check it out.

e Be careful and monitor how you use sarcasm or humor on your page because your message may
not be received in the spirit that it was meant.

e Check your spelling. A misspelled word can change the mood of the message. For example,
observe grammar and rules of punctuation to the best of your ability. Use of non-standard
writing will hamper the ability and desire of others to receive the information you are sharing.

e  Whenever possible, follow the guidelines contained in The Language of Scouting found online at
http://www.scouting.org/scoutsource/media/los.aspx

e Make sure calendars have correct information. If you are not sure... don't post. It would be

better to have no information and keep looking for it than the wrong information and miss the
event. Date the page with the revision.
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SOCIAL MEDIA STRATEGY & GUIDELINES

SocialMedia and Scouting

Social media enables organizations to inform target audiences, connect with them and connect audience
members with each other, and to engage with those audiences. These three activities—informing,
connecting, and engaging—are the same three activities professionals and volunteers use to grow and
support the programs and activities of Scouting.

COUNCIL GUIDELINES FOR SOCIAL MEDIA

e Social media has to be monitored. A qualified staff member will have responsibility to monitor
social media channels. This will generally be the council communication director.

e Integrate your communications. There are numerous choices—print, web, e-mail, radio, TV,
word of mouth, social media. Create a strategy to surround the target audience with the
c 0 u n keyimlessage or messages.

e Social media takes a thick skin. Negative conversations are happening already, but now
the council will have a voice in the conversation.D o n * t del ete negative

e Let your audiences talk about you. By posting content regularly, the council can tell its story
and encourage conversations in the community.

e Be prepared to respond to negative or inaccurate posts. Great Lakes Council will follow these
guidelines for responding to negative posts on social media sites.

0 Some negative comments do not warrant a response, while others should be taken
seriously and addressed.

0 Factors such as the number of followers and the severity of the conversations should
temper if and how to respond.

0 If a response is needed, the council communication director will draft the response for
approval by the Scout executive or designee.

e Direct media inquiries to the appropriate person. Media inquires coming through social media
should be referred by the communication director to the Scout executive or a designee for an
official response.

e Be Scout-like. When disagreeing with others’ opinions, keep it appropriate and polite. If
you find yourselfinasitu at i on onl ine that | ook s as i f
get overly defensive and do not disengage from the conversation abruptly. Ask the
Scout executive or the designee for advice on how to disengage from the dialogue in a
polite manner that reflects well on the BSA.

e Build trust by being open and transparent. Share information about the council and what the
challenges and opportunities are for Scouting in the community.
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SUGGESTIONS ON HOW TO USE SOCIAL MEDIA

As a new media channel, social media can be used in many ways, from recruiting volunteers and starting
units to supporting fundraising campaigns. The following are just a few suggestions for using social
media as part of the council’s overall communication strategy.

e Make social media part of your overall marketing efforts. Along with traditional media, utilize
social networks to build community and support within specific target audiences. Example: Keep
your network informed about progress in fundraising campaigns, recruiting efforts, etc.

e Use social media to tell your story. New improvements at a camp? New campaign? Fundraising
kickoff? Positive results from an effort? Major gifts? Share it through social media. Tell your
story to the people who care about Scouting most and let them share it with others.

e Give your positive PR extended life.Don’ t j us t put those news
link to a news story on a web page. Post it on your social media page and share it with your
friends and supporters.

e Use social media sites to generate traffic for your Web site. Alumni? Events? Fundraising?

Updates? Post them on your social media site with links back to your Web site for more
information.
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