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ODUCTIO

Instructions

1.1. Thisdocumenthas 3 parts;theintroductiontotheguidelines, Part A& PartB
1.2. Introductiontoguidelines provide userinstruction for thedocument and
outlinesandtheobjectivesoftheSocialMediaGuidelines.
13. PartA
1.3.1, Provides necessary information for accessing each Social Media
Platform
1.3.2. Onlytobeaccessedbythe Head,designated Senior Staff member
andWeb-coordinators
14. PartBisforthegen

14.1. Outlinesthe guidelines and responsibilities pertaining to each Social
Mediaplatform
14.2. Tobeaccessed byandfortheinformationofall partiesinvolvedin

Socialmediaactivities(Bothstaff and assigned students)

Objectives ofthe Guidelines

2.1. Toadopt and maintain a framework to ensure the professionalism in
publishing/ content To maintain the reputation of the Department of
Architecture

2.2. Topreventpotential contentthat woulddiscreditortarnishthegood name
oftheDepartmentof Architecture

2.3. Toestablishastaff-studentinteractive bodyinordertomaintain,sustain
andfunctionmediarelatedactivities.



3. Usernames & Passwords

3.1
Username:
Password:

3.2.
Username:
Password:

3.3.
Username:
Gmail:

Password:

*Thisistheloginofgmailwhichlinkedtothe Youtubechannel

3.4.
Username:
Password:

3.5.
Username:
Password:

3.6.
Username:

Password:

PARTA

Department website Editor account

LinkedIn

UoM Architecture YouTube Channel

Facebook

Twitter

Instagram



1. Facebook
11 Objective:
111 Enhance the onlinevisibility of the Department to attract the general
public,industryand potentialsponsors
1.1.2. Provide asanalternative commoninformation platformon
DepartmentActivities.
113 Encouragingactive participation of existing staff/students/alumniin

departmentactivities.
114, Act as platform for the UoM Architecture community

12, Authority:
121 PageAdmins.Head,Web-coordinators,StudentEventcoordinator,

Online Work/ MIS Coordinator, Vice - President -B.Arch & BLA
StudentSocieties

122 Editors.\Web-coordinators,Student Event coordinator,Online Work/
MIS Coordinator, Vice - President (PR) - Vice - President -B,Arch &
BLAStudentSocieties

13. Target Audience:

Students, Staff, Alumina,General PublicOpen
platform



14. Content (Posts)

Item When Design Caption Responsi Responsibility
bility of of posting
coordinat

Designer | Approval | Writer Approval ing

Departme | Soon Design Website | Editorial | Website | Website | Website

ntevents after Team Coordina| team Coordina| Coordinat | Coordinators

event tors tors ors
posted

Students’ Soon Student Website | Student | Website | Website | Website

events after Society/D | Coordina| Society/ | Coordina| Coordinat | Coordinators

event esign tors Editorial | tors ors/VP- /
posted Team team Students
Society

Special Based Design Website | Editorial | Website | Website | Website

Activities | onevent | Team Coordin | team Coordin | Coordina | Coordinators

/Flyer timeline ators ators tors/

Series-Ex VP-PR

-SLIA Student

Events Societies

Special Within2 | Design Website | Editorial | Website | Website | Website

Achieveme | daysof Team Coordina| team Coordina| Coordinat | Coordinators

ntsbyStaff | achieve tors tors ors/

and ment VP-PR

Students Student
Societies

Recognitio | Within | SharetheFlyer/Video | Editorial | Website | Website | Website

nof 2daysof | postedbyanotherFB | team Coordina| Coordinat | Coordinators

achieveme | achieve | pagefromGavelMora tors ors/

ntsof ment page /VP-PR | VP-PR

Departme Student | Student

nt Societies | Societies

members

byother

FBpages




for

achieveme
nts
BlogPost Soon N/A N/A Editoria | Head, Website | Website
after I[team Senior Coordina | Coordinator
Ex- posted Staff tors/ s
Structure | onweb member, | VP-PR
project Website | Student
Coordin | Societies
ators
/VP-PR
Student
Societies
Event Soon Photograp | Website | Editoria | Website | Website | Website
Photo after hicteam Coordin | Iteam Coordin | Coordina | Coordinator
Albums album is ators ators tors/ S
released /VP-PR | VP-PR
Ex-CDP, Student | Student
Inaugurati Societies | Societies
on
Group Soon Photograp | Editoria | Website | Website | Website | Website
photograp | after the | hicteam/ | Iteam Coordin | Coordin | Coordina | Coordinator
hs of event Design ators ators tors S
special team
events -
Batch
photograp
hsetc.
YouTube Soon Videograp | Website | Editoria | Website | Website | Website
Video on after the | hyTeam Coordin | lteam Coordin | Coordina | Coordinator
UoM videos ators ators tors/ S
Architect | are VP-PR /VP-PR
ure uploade Student Student
dor Societies | Societies
when
Premier
sareset




1.5. What NOT to post

151 Promotional content of other clubs/organizations
15.2. Casualandpersonal materialsuchasbirthdaywishesetc.
153. Unprofessional contentsuch asselfiesetc.

*Commontemplatetobedeveloped.

2.

Instagram

2.1, Objective:
211 Develop a social media platform to engage and attract members of

the architectural community (local and international) and general
publicinanInteractivemannerthroughvisualcontentandserveasa
visualbased marketingplatformfor UoM Architecture

2.2, Target Audience:
Architectural community (local and international) and general public
2.3. Authority:
Profile Logins. Website Coordinators, Vice president - PR (Student Societies)

24, Content to post
24.1. Flyers about special Departments/Student events

24.2. Group photographs
24.3. Artistic Photographs student work

244, Otherspecial photographsfromspecial events

24.5. Achievements of the UoM Architecture community (staff/ students/
alumina)

24.6. Educational content



2.5.

2.

F

3.1

3.2

33.

What not to post

25.1. Personal photosfocused onone or few members (Except
Achievements)
2.5.2. Birthday wishes etc.
25.3. Personal bullying unprofessional addressing to UoM
Architecturecommunity
254. Lowquality content(Selfies,Flyers,Photos,videos)
Important
26.1. Maintaingoodexcitement and professionalisminInstagram posts
2.6.2. Instagramhasamorepersonalapproachasaprofilewhenusing.But
make sure the personal views of the person who is posting is not
displayedthroughtheimage/videoorthecaption.
26.3. Contentshould bewellthought out, high quality and ensure the
Department'sreputationismaintainedatalltimes.
264, Use #UoMArchitecture along with any post
2.6.5. Useonlyother proper hashtags
26.6. No tagging of members unless approved by Website Coordinators.
Instagram Stori
Content to posts
1L Specialeventflyers
312 Achievements of the UoM Architecture community (staff/ students/
alumina)
What not to post
32.1 Personal contentsuch as Birthday wishes, Personal bullying etc
Important
33.L Use #UoMArchitecture along with any post
33.2 Useonlyother proper hashtags
33.3. No tagging of membersunless approved by Website Coordinators.

10



4. Facebook/ Instagram Pages to follow
41. UoM/ other Department pages

42, Other Universities (local & foriegn)
43 Professional Institutes
44, Student Societies

5.  FEacebook/ Instagram Pages to follow

51 Personal profiles
52. Practicesinindustry

*Adminto have authority over togrant permission for postor other content published or tagged by other members
or public. Trials to before launch of each social media platform.

6. YouTube

6.1. Objective:

Createaplatformtoshowcasestudentwork,webinars, liveevents,
promotional videosfor UoM Architecture

6.2. Target Audience:

UoM Architecture community, architectural community and general public

11



6.3. Content (Posts)
Item When Desig Caption Responsibil Responsibility
n ity of of posting
coordinating
Designer | Approval | Writer | Approval
UoM Design Website | Editori | Website SeniorStaff | Website
Architect Team/ Coordina | alteam | Coordinat | member/ Coordinators
ure Videogra | tors ors Website
student phyteam Coordinat
o
work rs/VP-
presentati Students
on Society
Videoson Student | Website | Student| Website SeniorStaff | Website
students’ Societies| Coordina | Society | Coordinat | member/ Coordinators
life Videogra| tors / ors Website
p Editori Coordinato
hyteam/
orany alteam rs/VP-
student Students
Society
Webinars Design Website | Student| Website SeniorStaff | Website
Team/ Coordina | Society | Coordinat | member/ Coordinators
Videogra| tors/VP- | / ors/VP- Website
p
hyteam | Students | Editori | Students Coordinato
Society alteam | Society rs/VP-
Students
Society
Live Videogra| Website | Student| Website SeniorStaff | Website
p
events hyteam | Coordina | Society | Coordinat | member/ Coordinators
tors/VP- |/ ors/VP- Website
Students | Editori | Students Coordinato
Society alteam | Society rs/VP-
Students
Society
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7.

UseoflLogos

7.1 University of Moratuwa logo shall not be used in any promotional material
unless proper approvals are obtained front the University Authorities

7.2. UoM Architecturelogo-ReferUoM Architecture User Manual
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