
 
 

 

 

 

  

GUIDELINES FROM THE COMMUNICATIONS AND MEDIA RELATIONS OFFICE 

 

RE: CREATION AND MANAGEMENT OF SOCIAL MEDIA ACCOUNTS/PAGES 
 

 
To our colleagues and collaborators in the service of San Pedro College:  

 
In recent years, social media has unquestionably become an integral component of our communication 

undertakings. Given its influential role as a communication tool, it is imperative to manage the platform 
properly. Recognizing the potential power and associated risks, the Communications and Media Relations 
Office (SPC-CMRO) has developed comprehensive social media guidelines. These guidelines inform all offices, 
departments, and student organizations/clubs associated with San Pedro College about creating and managing 
social media platforms. This initiative aims to establish more secure and reliable online channels, fostering a 
responsible and effective digital presence for the institution. 
 
A.  Creation of Social Media Platforms 
All social media accounts that use the San Pedro College identity must secure approval before they operate.  
 

1. For departments and/or organizations without pre-existing social media platforms that intend to 
establish one, they have to observe the following: 
 
1.1. For offices and departments 

 
1.1.1. Write a letter requesting approval to create a social media account/page for the Office 

of Vice President of Administration with SPC-CMRO as a recommendation for approval.  
The letter should be addressed to:  
 
Vice President for Administration  
through the Communications and Media Relations Officer  
 

1.1.2. Indicate and/or attach  in the letter the following: 
a. The Social Media Platform/s to be used 
b. Name of the Account/Page 
c. Nature of the Account/Page 
d. Sample Profile Picture and Cover Photo 
e. Name, Designation, and Contact Details of Social Media Manager/s 
f. Social Media Management Guidelines 

 
1.1.3. The request will be processed in 5 days. After the processing dates, the CMRO will give 

feedback to the requesting party.  
 
 
 
 
 
 
 
 
 
 



 

1.2. For student organizations and clubs 

 
1.2.1. Write a letter of request to create a social media account/page with the endorsement of 

the moderator to the Office of the Director for Student-Personnel Services, with the 
Office of Student Affairs (OSA) and the SPC-CMRO recommending approvals. The letter 
should be addressed to:  
 
The Director of the Student-Personnel Services 
 
Through:  
The Head of Office of the Student Affairs and  
The Communications and Media Relations Officer  
 

1.2.2. Indicate and/or attach to the letter the following: 
a. The Social Media Platform to be used 
b. Name of the Account/Page 
c. Nature of the Account/Page 
d. Sample Profile Picture and Cover Photo 
e. Name, Designation, and Contact Details of Social Media Manager/s (include the 

moderator as manager) 
f. Social Media Management Guideline (make sure to include transition plans)  

 
1.2.3. The request will be processed in 5 days. After the processing dates, the CMRO will give 

feedback to the requesting party.  
 

2. For departments or organizations that intend to make a new account/page due to accessibility issues of 
the previous account (e.g., banned, suspended, hacked, forgotten password), they have to observe the 
following : 
 
2.1. For offices and departments 

 
2.1.1. File for an incident report addressed to the Vice President for Administration through 

the Communications and Media Relations Officer. 
  

2.1.2. Once acknowledged, the requesting party will be directed to write a letter requesting a 
new social media account/page to the Office of the Vice President of Administration, 
with CMRO as a recommendation for approval.  
 
The letter should be addressed to (attach the acknowledged incident report):  
The Vice President for Administration, through the Communications and Media 
Relations Officer 
 

2.1.3. Indicate  and/or attach to the letter the following:  
 

a. The  previous account/page that is not accessible 
b. The Social Media Platform to be used for the new account/page 
c. Name of the new Account/Page 
d. Nature of the new Account/Page 
e. Sample Profile Picture and Cover Photo 
f. Name, Designation, and Contact Details of Social Media Manager/s 
g. Social Media Management Guidelines 

 
 
 



 

2.1.4. The request will be processed in 5 days. After the processing dates, the CMRO will give 
feedback to the requesting party.  
 

2.2. For student organizations and clubs, 
 

2.2.1. File for an incident report addressed to the Director of the Student-Personnel Services 
and the Head of Student Affairs through the Communications and Media Relations 
Officer.  

 
2.2.2. Once acknowledged, write a letter of request to create a new social media account/page 

with the endorsement of the moderator to the Office of the Director for Student-
Personnel Services and the Office of Student Affairs (OSA) with CMRO as a 
recommending approval.  
 
The letter should be addressed to  (attach the acknowledged  incident report):  
 
The Director of the Student-Personnel Services 
 
Through:  
The Head of Office of the Student Affairs and  
The Communications and Media Relations Officer  

 
 

2.2.3. Indicate  and/or attach to the letter the following:  
 

a. The previous account/page that is not accessible 
b. The Social Media Platform to be used for the new account/page 
c. Name of the new Account/Page 
d. Nature of the new Account/Page 
e. Sample Profile Picture and Cover Photo 
f. Name, Designation, and Contact Details of Social Media Manager/s 
g. Social Media Management Guidelines 

 
2.2.4. The request will be processed in 5 days. After the processing dates, the CMRO will give 

feedback to the requesting party.  
 

3. Creating multiple accounts/pages with similar identities on one social media platform (e.g., Facebook), 
even if the existing account is functional and accessible, is strictly prohibited. This is to minimize the 
digital footprint and prevent confusion. Creating a one-off account/page for specific events or activities 
is also highly discouraged. However, if a department or organization has a flagship event or program 
and wishes to create a separate account/page for it, they must observe the following: 

 
 

3.1. For offices and departments 

 
3.1.1. Write a letter of request to create a social media account/page for a flagship program or 

event to the Office of the Vice President of Administration with SPC-CMRO as a 
recommending approval. The letter should be addressed to:  
The Vice President for Administration, through the Communications and Media 
Relations Officer  
 
 
 
 



 

3.1.2. Attached in the letter is the Event or Program Brief. It must be a significant event and/or 
program conducted annually. 
 

 
3.1.3. Also, indicate  in the letter the following: 

a. The Social Media Platform to be used 
b. Name of the Account/Page 
c. Nature of the Account/Page 
d. Sample Profile Picture and Cover Photo 
e. Name, Designation, and Contact Details of Social Media Manager/s 
f. Social Media Management Guidelines 

 
3.1.4. The request will be processed in 5 days. After the processing dates, the CMRO will give 

feedback to the requesting party. 
 

3.2. For student organizations and clubs 

 
3.2.1. Write a letter of request to create a social media account/page for a flagship program or 

event, with the endorsement of the moderator to the Office of the Director of the 
Student-Personnel Services, with the SPC-OSA and SPC-CMRO as recommending 
approvalS. The letter should be addressed to:  
 
The Director of the Student-Personnel Services 
 
Through:  
The Head of Office of the Student Affairs and  
The Communications and Media Relations Officer  
 

 
3.2.2. Attached to the letter is the Event or Program Brief. It has to be a significant event 

and/or program that is conducted annually. 
 

3.2.3. Also, indicate  in the letter the following: 
a. The Social Media Platform to be used 
b. Name of the Account/Page 
c. Nature of the Account/Page 
d. Sample Profile Picture and Cover Photo 
e. Name, Designation, and Contact Details of Social Media Manager/s 
f. Social Media Management Guidelines 

 
 
 

3.2.4. The request will be processed in 5 days. After the processing dates, the CMRO will give 
feedback to the requesting party.  

 
4. Failure to follow this account/page creation guidelines will result in appropriate disciplinary action. 

Additionally, the account/page may face suspension or removal if it operates without adhering to the 
prescribed procedures. 

 
 
 
 
 
 
 



 

B. Facebook Page Management Guidelines 
 

Only duly enrolled students and authorized employees of San Pedro College are permitted to oversee 
the social media accounts of their respective departments or organizations. 
 

1. For the Facebook Pages of offices and departments,  the Communication and Media Relations Officer 
should be given access by making them one of the page’s administrators. This is to help social media 
managers have an additional layer of supervision, contributing to a more effective and secure online 
presence. 
 

2. For the Facebook Pages of student organizations and clubs, it is recommended, though not mandatory, 
to grant the OSA and the moderator access to their respective pages. This additional measure enhances 
the overall security of the page. 
 

3. Social Media Managers, especially those responsible for handling accounts/pages on behalf of a 
department or office, are encouraged to create a dedicated Facebook account using their institutional 
email. This account should be exclusively utilized to manage Facebook Pages associated with San Pedro 
College. 
 

4. Departments and organizations should also provide the list of people with access to the page and their 
respective roles for easy monitoring. 
  

5. Everyone who manages the social media platforms associated with the institution is expected to respect 
San Pedro College's image and visual identity and observe the proper netiquette standards. 
 

6. Any inappropriate activities found on social media accounts/pages that undermine the institution's 
integrity will result in disciplinary action. The account/page might also be suspended or taken down 
depending on the severity of the issue. 

 
C. Facebook Page Transfer Guidelines 
 

In the event that the social media manager is departing from the institution, department, or 
organization, it is imperative for them to facilitate the seamless transfer of access to a new social media 
manager or managers. 
 

1. For departments/offices, the Communications and Media Relations Officer, as one of the page's admins, 
can remove the outgoing social media manager/s. 
 

2. Graduates and ex-employees shall be removed from access to the pages. This is to ensure the data 
security of the pages. 
 

3. The departments and organizations should provide an updated list of social media managers whenever 
they have a new one for monitoring purposes. 

 
NOTE: All institutional/office accounts must adhere to the branding guidelines of San Pedro College. Please 
refer to the Enhanced Visual Identity Guidelines 2024 Edition Booklet.  
 
 
 
 
 
 
 
 
 



 

We would like your full support and cooperation in this endeavor. Should you have any questions or 
need clarification, please do not hesitate to contact the CMRO through our email: 
mediaoffice@spcdavao.edu.ph.  
 
 
 

Respectfully,  
 
 
        
ALVIN M. CARIÑO 
Staff, Communications & Media Relations Office 
    
 
 
Noted by: 
 
 
JECY B. OPADA, LPT        
Communications & Media Relations Officer          
  
 
 
 
 
 
 
  
Approved by:  
 
 
 
SR. AIDA T. FRENCILLO, OP          
President, San Pedro College        
 
 
DR. ANA JULIA P. ENERO     MR. BELINDO S. AGUILAR    
Vice President for Academics     Director, Student-Personnel Services 
 
 
SR. MARIA CIREFLOR B. DUCAO, OP    MS. MYRNA M. DE LA CRUZ  
Vice President for Finance     Comptroller     
       
 
SR. JOSEFA E. DUMAPIAS, OP 
Vice President for Ulas Campus 
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