Social Media Readiness Checklist
True to its name, social media is a means of becoming social with your audience. It goes beyond pushing information out and becomes a commitment to receiving and responding to information as well. You are starting a conversation, and the people you are conversing with won’t like being ignored.
Consider the following questions as you decide whether your work team is ready to use social media channels:

· Are you familiar with the social media site(s) you are planning to use? Do you use them in your personal life?

· Can you and your team commit to monitoring postings your team made on the Region’s social media channels at least once per day as part of the Region’s annual plan for posting materials? (A 10-15 minute daily time commitment) 
· Can you and your team commit to at least a weekly post of fresh, relevant information, or be able to participate in specific peak periods when you want to profile activities or programs?
· Will you be able to respond to a question asked via social media within 24-48 hours?

· Can you handle public criticism?

Social Media Planning Checklist
1. How will using social media support your work goals?

2. Who will be the administrator of the social media sites? If multiple administrators, who is ultimately responsible for maintaining social media activity?

3. What is your approval process for social media content? Do individual posts need to be approved? 

4. The Region will have a social media calendar. It will include the specific initiatives to be promoted via social media? The Region will also you use for ‘filler’ between initiatives or events. Is there any more generic information you would like to have posted on a regular basis as part of this ‘filler’? Will you or your team be able to review and revise its participation at least quarterly?
5. How will you measure your social media success?
Review this checklist with Communications, and include with the form designating who in your program area would be responsible for social media work. The specific individuals can change over time, but it is important to have a current list to ensure administrative access to the PAPHR social media channels.
