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While we are not able to monitor every posting, Vanier College reserves the right, in its sole discretion, to remove, edit, 

or otherwise modify any content that does not adhere to this Posting Policy and/or Facebook’s guidelines. Furthermore, 

information added to the newly created Facebook account must be accurate, current, and respect the norms of privacy, 

the Harrassment and Discrimination, Prevention and Resolution policy, and the Code of Conduct policy followed at 

Vanier College. 

Registering a Facebook Account 

Please consult with Vanier Communications before choosing a Facebook account for your page. 

Since Vanier College is an organization, choosing an appropriate option on Facebook is required when registering. See 

image below. 

What email account to use to register an account? 

http://www.vaniercollege.qc.ca/director-general/files/human-rights-policy.pdf
http://www.vaniercollege.qc.ca/policies/policy/view/15
http://www.vaniercollege.qc.ca/policies/policy/view/6
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Only Vanier College email accounts may be used for registering a Vanier Facebook account. Personal email accounts 
such as gmail, hotmail, yahoo, sympatico, etc. cannot be used. 
 
 
Your Facebook Look 
 
Your Facebook profile photo will be prepared and supplied to you by the Vanier Communications. 
 
Respect Works 
 
Please respect other users. This means that any comments/materials you submit must not be inappropriate, abusive or 

offensive, and must not contain, depict or involve any of the following: profanity, offensive language; derogatory 

characterizations of any ethnic, racial, sexual or religious groups; content that endorses or condones any illegal or 

inappropriate activity; any other content that could be considered inappropriate, unsuitable or offensive, all as 

determined by Vanier College in its sole discretion.  

Intellectual property 

 

Vanier College respects intellectual property laws. By posting and/or submitting material to your Facebook page, you 

represent that you have the right to share the material in your submitted content, including trade-marks and 

copyrighted material. Do not post or submit any third party materials unless you have first obtained consent from the 

owner of such materials. For example: 

1. You must obtain consent from every person who helped you create your posted materials (e.g. 

photographers, videographers, etc.) 

 

2. You must obtain consent from every identifiable person (and his/her parent/legal guardian if he/she is 

under the age of majority in their jurisdiction of residence) who appears in your posted materials (note: if 

you cannot obtain the appropriate consent for an identifiable individual appearing in your posted materials, 

then his/her face must be blurred out and/or voice altered, as applicable, so as to be unrecognizable) 

3. You cannot post, submit or use any copyrighted music, logos, pictures, texts, lyrics, etc, unless you have first 

obtained consent from the owner of such materials. Vanier College will provide you with free stock photo 

sites that you may use. 

 

Spam & advertisement 

Spam, solicitations, or advertisements from other companies, organizations, or individuals not sponsored by Vanier 

College are not to be permitted on your Facebook page. 

No links will be added for financial or in-kind gain without prior approval. Only Vanier Communications personnel have 
the authority to enter into agreement with external sites for links and icons (reciprocal or otherwise).  
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Please delete any spam & advertisement that might be posted on your account via comments. 
 
General Safety Measures 

Please remember that your Facebook page is public. For your own safety and to eliminate spam, please do not post or 

submit any personal information about yourself or third parties (e.g. addresses, phone numbers, or email addresses). 

Instead, try to link to already posted and approved information on our Vanier website. 

 

 

Link Shortening 

To shorten your links use our main bit.ly account in order to facilitate sharing of all statistical data with Vanier 

Communications about what your users view on your Facebook page. That will help in analyzing what works on our 

social media pages and we can make appropriate changes if we see the need in the future. 

Account Information Sharing 

Your email username & password to access the Vanier Facebook account should only be shared with individuals 

authorized to access the account. Access rights to the account should be given by your own department 

Coordinator/Manager. In order to eliminate problems when someone is on holiday or sick, it is beneficial for at least two 

individuals to have the access information to make sure postings may be done on the days when the other person is not 

available. 

Vanier Communications keeps a log of all online social media login information in case emergencies arise. Therefore, 

please make sure to provide your username & password to Vanier Communications to be added to our list.  

Promotion 

Your new account will be added under our main Social Media Facebook page for further exposure.  

If you would like to advertise on Facebook and need help in that area please contact Vanier Communications to provide 

you with additional support. 

Facebook & customer service  
 
Be professional and try to add value. Provide worthwhile information and perspective. Vanier's brand is best 
represented by its people and what you publish may reflect on you as well as on Vanier's brand.  
 
Make sure your information is accurate, up to date, and suitable for public disclosure (e.g., not confidential). 
 
Be truthful, open, authentic, relevant, interesting, responsive, polite, respectful and accountable. Correct mistakes 
promptly. If it's a MAJOR mistake (e.g., exposing private customer or employee information or reporting confidential 
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information), please let your manager/Dean know immediately so we can take the proper steps to help minimize the 
impact it may have. 

Be a good listener. Keep in mind that one of the biggest benefits of social media is that it gives our customers another 
way to talk to us—to ask us questions directly and to share their feedback. Always be doing at least as much listening 
and responding as you do "talking." 

Use your best judgment. Remember that there are always consequences to what you publish. If you're about to publish 
something that makes you even the slightest bit uncomfortable, review the suggestions above and think about why that 
is. If you're still unsure, and it is related to Vanier College, feel free to discuss it with your manager. Ultimately, however, 
you have sole responsibility for what you post to your Facebook account. 

It’s great to have an opinion. But it’s just not cool to attack others with unprofessional remarks. When you disagree with 
someone, exercise grace. Before you post something, ask yourself: how would I feel if this post were about me? 
 
Don’t forget that Facebook is not a replacement for customer service. If you come across individuals with problems that 

you encounter via Facebook, lead them to the correct 'traditional' customer service channels. Serious complaints should 

go through the official channels. If the conversation (in case of a serious issue) was posted via the social media account, 

please contact Vanier Communications. 

Can I post about our competitors? 

In order to protect you as well as Vanier College, we would ask you to refrain posting information (positive or 

negative) about our competitors and their products or services. Things can be easily misunderstood & misinterpreted 

on the web. Misinterpretations can also generate ill will and can even lead to lawsuits, justified or not.  

Do not solicit any information or materials that appear to be confidential or proprietary to a 
third party, and delete any comments that you suspect the commentator did not have 
the right to share. 

Proprietary or confidential information 

Proprietary and confidential information is not to be discussed or referred to on Facebook, even in private messages 

between site members who have authorized access to the information. Examples of information not to be disseminated 

include financial information, intellectual property, information about customers, policies, Vanier emails, Vanier 

minutes, and so forth. If you are just uncertain about whether it’s OK to post something, first talk with your manager 

and Vanier Communications. 

How do I respond if I’m contacted by the press/media? 

If you think you may be dealing with the press/media, involve Vanier Communications immediately. 

Changing of Facebook account url 
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Do not change your Facebook account url without consulting Vanier Communications. We create the names that are 

being used in a consistent way to make sure all accounts are similar in a way to reflect that users finding them will know 

these accounts belong to Vanier College.  

We also choose those names carefully to make sure they will help us with optimizing our material that we post online so 

users searching on search engines will easily find the information. Changing of your name may create problems such as 

losing a good spot with search engines if not chosen properly. The worst, once you changed the name with Facebook, 

you can’t change it back to what it was before. 

Taking Over an Account from a Colleague 

In case you are taking over a Facebook account from a colleague who is retiring or leaving Vanier and won’t be involved 

with your department’s social media outreach, please notify Vanier Communications of that change. If the email account 

used for that account was not a generic one, but your colleagues who is leaving, we would ask you in that case to change 

the contact email address to yours in Facebook. We would also ask you as well to change the password of the account 

for security reasons. Vanier Communications will reserve the right to have access to the new password of the account. 

Technical Inquiries 

For any technical difficulties or if you wish to discuss usage of new technologies on Facebook that you might not be as 

familiar with, feel free to contact Vanier Communications for any help and suggestions. 

 

 

 

See further information about Facebook’s guidelines under the following links: 

 

Facebook Promotions Guidelines 

http://www.facebook.com/promotions_guidelines.php 

 

Facebook Advertising Guidelines 

http://www.facebook.com/ad_guidelines.php 

 

Statement of Rights and Responsibilities 

http://www.facebook.com/terms.php 

 

Facebook Pages Terms 

http://www.facebook.com/terms_pages.php 
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Facebook Privacy 

http://www.facebook.com/privacy/explanation.php 




