SOCIAL MEDIA SITE AUTHORIZATION FORM

Employees of Donna Independent School District who wish to create and maintain an official district or school presence on any social media site must have a copy of this completed form on file in the school/department supervisor’s office, and a copy submitted to the district’s Technology Department, prior to a social media site’s activation. Either a hard copy or a .pdf copy filed electronically is acceptable. Note: Once authorized by a school principal/department supervisor, and Technology Director the social media site administrator and their supervisor are fully responsible for regular monitoring of the site, appropriate online conduct, and adhering to the district’s official Social Media Guidelines.
[image: ]
	Technology Department		                          Frankie Jimenez Technology Complex - 215 N. 11th Street
		P – (956) 464 - 1660
		F – (956) 464 - 1763 
		www.donnaisd.net 
	
[Type text]	[Type text]	[Type text]
Revised 5/12/2023	
Date:      	
Dept. or School Site: ______________________________________________________________________________
Employee Name:                                                                                   ID:_ 	
Employee Title: ___________________________________District Email:____________________________________

Nature of request:
□ Edmodo/Schoology: __________________________________________________________________________ 
□ EduBlogs (WebLogs):_______________________________________________________________________
□ Remind/Class Dojo:________________________________________________________________________
□ Symbaloo: ______________________________________________________________________________
□ Prezi: _____________________________________________________________________
□ Weebly:  ________________________________________________________________________________
□ Other:  	

Purpose of presence on social media site:  ________________________________________________________________________________________________________________________________________________________________________________________________________

SITE ACCOUNT INFORMATION:
E-mail address associated with site:  		 User name:                                                                         Password:  	
All individuals with site account access:
Name:                                                                                  Title:  	 Name:                                                                                 Title:  	
Name: ___________________________________Title: __________________________________________________

AUTHORIZATION BY SCHOOL PRINCIPAL/DEPARTMENT SUPERVISOR:
Name:                                                                                Signature:  __________________________Date: _______________
AUTHORIZATION BY TECHNOLOGY DIRECTOR:
Name:  Albert Chavez  Signature: ___________________________________________Date: 	
*As a requirement, the district Technology Department must be named as a site administrator by granting administrator access to: donnaisd@donnaisd.net, only for the purpose of emergency access. The social media site’s administrator and school principal/department supervisor are 100% responsible for monitoring the site and adhering to the district’s official Social Media Guidelines.
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