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Purpose  

The purpose of this communications policy (the “Policy”) is to ensure that the Town (the 
“Town”) disseminates and distributes public, Town information in manner consistent 
with the Town’s website policy adopted by the Select Board in 2000 to:  
 
1. Provide accurate, helpful and timely information about the Town of Arlington for the 
general public; 
2. Use emerging Internet technology, as it matures, to improve Town services; 
3. Promote the interests of the Town in concert with Arlington's goals; 
4. Encourage participation in Town government; and 
5. Provide ongoing education aimed at increasing understanding about how the Town 
operates. 

 
The intended audience for this Policy is Town employees and special municipal 
employees appointed to Town boards, committees, and commissions. This Policy is not 
intended to provide legal guidance to third parties.  

Definitions 
“Users” refers to any person who is authorized to communicate on behalf of the Town in 
an official capacity, including staff and authorized members of Town boards, 
committees, or commissions.  

 “Entity” refers to your department, board, committee, or commission.  

 “Communications Channel” or “Channel” refers to an Entity’s communications channel 
in which to deliver content to the public such as a website, email list, social media 
platform, mailer, newsletter, flyer, or any communication format encompassing both 
digital and physical forms. 

General Policy 
The Town actively utilizes several Communication Channels to inform the public about 
official Town of Arlington and its Entity’s activities and initiatives. Users must 
disseminate and distribute Town information in a manner that is consistent with the 
expectations for public employees.  
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ADA Compliance The Americans with Disabilities Act (ADA) mandates effective 
communication for individuals with disabilities to ensure equal access to information and 
services. For purposes of this Policy, this means providing communication options that 
are as effective as those used by individuals without disabilities. If Users have questions 
about ADA compliance, please contact the Legal Department.  

Public Records Law and Municipal Retention Schedules 
The Town is subject to certain laws that govern public records, communication and 
information, such as the Public Records Law (MGL ch. 66) and its statutory definitions 
(MGL ch. 4, s. 7). The Town’s communications may also be subject to other local, state, 
and federal laws. The Town’s public records, including its communications, are also 
subject to the Massachusetts Municipal Retention Schedule. This schedule is updated 
from time to time. If you have questions about the schedule, please contact the Legal 
Department or visit the Secretary of State’s website: 
https://www.sec.state.ma.us/divisions/archives/records-management/municipal-
records.htm. 

Open Meeting Law   
Users should be knowledgeable about the Open Meeting Law and its application to the 
Town’s Entities. The Open Meeting Law has specific requirements for how public bodies 
may communicate, and it is imperative to understand how best to comply with the Law. 
For more information about the Open Meeting Law, please visit the website of the Office 
of the Massachusetts Attorney General. If you are a User with questions about the 
Open Meeting Law, please contact the Legal Department.  

First Amendment Rights and Handling Social Media Comments  
As a general matter, Users who are authorized to communicate on behalf of the Town in 
an official capacity for Town business may not be able to block certain comments or 
members of the public on social media. If you are a User with questions about how to 
navigate the First Amendment and social media, please contact the Legal Department.  

If a User receives or is aware of a social media comment or other communication that 
makes a true and immediate threat to another person, appears to incite others to 
imminently violate the law, or contains obscene language as defined by the United 
States Supreme Court, please contact the Legal Department and  report the comment 
immediately to the Public Information Officer, and the Arlington Police Department 

Social Media Disclaimer  
The following disclaimer should be posted in a conspicuous place on either the Town’s 
website, or on Town-administered social media platforms: 

“The Town of Arlington’s use of external social media tools is provided as a 
public service. Comments are not actively moderated or monitored. 
Comments may be subject to disclosure under the Commonwealth’s Public 
Records Law, M.G.L. ch. 66.  

The Town disclaims liability and any responsibility for ads, videos, promoted 
content, or comments accessible from any external web page. Any inclusion 
of external content or comments on external social media websites does not 

https://www.sec.state.ma.us/divisions/archives/records-management/municipal-records.htm
https://www.sec.state.ma.us/divisions/archives/records-management/municipal-records.htm
https://www.mass.gov/info-details/open-meeting-law-educational-materials
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imply endorsement by the Town. Comments, links, or other content posted by 
private individuals do not necessarily represent the views of the Town.  

The Town expressly disclaims liability for actions or decisions taken or not 
taken based on any or all contents of its social media sites. The Town 
disclaims any liability whatsoever for any loss (directly or indirectly) or 
damage(s) resulting from reliance on any such information, including its 
accuracy, completeness and/or utility.  

To the fullest extent permitted by law, users (hereinafter “You” or “Your”) shall 
indemnify, defend and hold harmless the Town and its employees, officers, 
officials and agents from and against any complaints, claims, costs, losses, 
attorneys’ fees, damages and the like arising out of Your use of the Town’s 
social media platforms, including posts or comments made by You.”  

Intellectual Property Rights   

When the Entity posts media in any form to the public, such as an image or photo, the 
Entity must ensure that it has the right to post the content. If Users have questions 
about whether the use of a particular type of media may violate another’s intellectual 
property rights, please contact the Legal Department.  

Handling Requests for Advertising and Endorsements  
The Town cannot endorse, advertise, promote, or fundraise on behalf of private entities, 
persons, or causes. If Users receive a request to engage in any of these actions on 
behalf of a private entity, please contact the Legal Department. 

Restrictions on the Use of Public Resources for Political Campaign 
Purposes 
The Commonwealth’s campaign finance law, M.G.L. ch 55, prohibits the use of public 
resources for any political campaign purpose whatsoever. Town employees, including 
special municipal employees, are prohibited from using any public resources for political 
campaign purposes, including the promotion of a candidate or any political committee or 
party. For purposes of this policy, public resources include the Town’s social media 
platforms and its website(s). For more information, please visit the Massachusetts 
Office of Campaign and Political Finance website. 

Personal Use of Town Resources is Strictly Prohibited 
No Town employee or special municipal employee may use the Town’s social media 
platforms for personal or non-Town related business. If you have questions about this, 
please contact the Legal Department or the State Ethics Commission.    

Modifications and Corrections  
All changes to any social media posts must retain the original, united post to comply 
with the Public Records Law and Municipal Retention Schedule. For substantive 
changes to social media posts, any such changes must be clearly noted.  
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Handling Media Inquiries 
The Town does not respond to media or publicity requests over social media. If Users 
receive a request of this nature, please direct the inquiry to the Town’s Public 
Information Officer and make the Public Information Officer aware of the inquiry. 

Compromised Channels  
If you believe that a channel has been compromised (hacked) please contact your 
Department Head, the Town’s PIO, and Legal Department immediately. 

Channel Administration and Oversight 
Each Channel shall be administered by the individual Entity User(s) and made clear 
who manages it, the level of response a visitor should expect to receive, a disclaimer 
about links posted, and a link to this Policy. 

It is the responsibility of each Department Head or Committee Chair to provide a copy of 
this policy to their respective Users.  

Each new User to an approved channel will confirm via email with their Department 
Head and or Committee Chair and the Town’s Public Information Officer that they have 
read and understand this policy. 

The Town’s PIO will occasionally monitor content on all Town Communication Channels 
to ensure adherence to this policy and the interests and goals of the Town are being 
served, however, content oversight is the responsibility of their respective Entity. 

The Town will approach the use of all its Communication Channels as consistently as 
possible for all Users. 

The Arlington Communication Policy may be updated and amended from time-to-time at 
the discretion of the Town Manager. 
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