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What is the Digital Media Team? 

The Digital Media Team (DMT) member is the school principal and/or principal’s designee for managing social 

media and app notifications— to spread “good news” and day-to-day information about school events. The DMT 

member is a staff member who is knowledgeable and excited about the activities occurring at school. NOTE: This 

role is not the crisis communicator! That responsibility rests with the administrative team at the school and 

district office. DMT members are considered collaborative partners who work with school leaders, parent 

volunteers, counselors, etc. to help tell the good  news about their schools. 

 

Why is this needed? 

Staff members and parent volunteers have specific, unique knowledge of their school that makes 

them an expert on the things happening within it. Basically, they are a “deputized” member of the 

communications team. The district’s Public Information Officer (PIO) is not able to cover ALL of the 

great things occurring in our schools. Your Digital Media Team member is your “man/woman on the 

scene” to help capture information and share it directly with parents and the community. 

 

What does this person do? 

The Digital Media Team member at your school will be responsible for establishing and maintaining 

school-specific accounts on Facebook, Twitter, and other social media platforms and using the district 

mobile app to send push-notifications about school events. The DMT member is your school’s “head 

cheerleader” and has the opportunity to increase community support/parent engagement for your 

school. Your DMT member will work with the district’s PIO to share information on multiple platforms. 

 

Is this difficult? Will it take a lot of my time to do? 

Not at all! It does, however, take a little organization, pre-planning, and follow-through in order to be 

successful. The DMT member should develop a system at their school for soliciting “good news” and 

sharing it on social media. The district will provide specialized training to explain how to successfully 

collect school news and share it. 



Your Role on the OSD Digital Media Team 

Congratulations! Thank you for accepting the assignment as your school’s Digital Media Team (DMT) 

member. By designating you with this role, your principal may feel that you know a lot about your 

school and enjoy sharing its good news with others. You realize that there are great stories just waiting 

to be told about your school’s teachers, students, and programs.  

What exactly is a Digital Media Team (DMT) member? 

The Digital Media Team member is the principal and/or the principal’s designee for working with social 

media and the OSD mobile app for your school to help spread the good news about students, teachers, and 

school activities. The DMT member is a school employee who is knowledgeable and excited about the 

activities occurring at his/her school. NOTE: You are NOT the crisis communicator! That responsibility rests 

with the administrative team at the school and district level which includes the Public Information Officer 

(PIO). Digital Media Team members are collaborative partners who work with school leaders, counselors, 

and PTO to tell the good news about their schools. 

 

What’s your assignment? 

You are your school’s “head cheerleader” and have the special opportunity to increase community 

support/parent engagement for your school. In addition to the many wonderful things you already 

do for your students and staff, you now have the opportunity to draw a spotlight to the great 

things happening every day in your school. 

 

Is this a difficult assignment? 

Not at all! It does, however, take a little organization, pre-planning, and follow-through in order to 

be successful. Your work in your school indicates that these are skills you may already possess and 

probably do on a daily basis. There are resources you can use to pre-schedule social media posts 

and app notifications which will guarantee that the social media sites you use are updated 

regularly with photos, announcements, and other posts. All you need is training to begin the 

process of school promotion. 

 

Why are Digital Media Team (DMT) members needed? 

You have specific, unique knowledge of your school that makes you an expert on the things 

happening within it. Basically, you’re a “deputized” member of the PIO’s communications team. It 

is impossible to cover all of the great things occurring in our schools with a communications 

department of one person — the Public Information Officer. As use of digital media continues to 

grow, your help is vital in helping us tell our stories and sharing important school information with 

parents and the OSD community. 



WOW! 
Look for Story Ideas 

Be sure to focus on the students — What they are learning, activities they are engaged in, who is 

teaching them, any innovative or imaginative teaching methods, etc. Below are a few examples: 

 

Special events that have a “WOW!” factor 

Approved business partnership activities 

School plays, talent shows, recitals, concerts, etc.  

Annual school-wide events (i.e. Back-to-School Night, etc.) 

Any new programs 

Charitable drives led by students 

Contests and competitions 

Special guests visiting the school (i.e. elected officials, guest speakers, etc.) 

Volunteer activities that impact learning 

Construction/renovation work 

PTO officers, meetings, and activities 

 

Digital Media Team members are… 

Enthusiastic  

Energetic  

Tenacious 

Inquisitive 

Persuasive  

Knowledgeable about school events 



Resources & 

Guidelines 

Editorial Calendar 

Schools are very busy places! As you get started, you will need to create an editorial calendar that lists (by 

month) school events and activities. Please check with your school’s principal and PTO president to find out 

important events like school picture days, back to school night, spirit days , and any other information they 

would like shared with parents/community on social media. Be sure to check with staff members to ask about 

school plays, guest speakers, choir concerts, after-school program activities, etc. 

Pre-Scheduling Postings 

Once you have your school calendar and list of events, you can pre-schedule notifications to post your social 

media and the mobile app. It’s important to keep your social media sites updated regularly (at minimum twice 

a week) so that your social media sites are seen as providing useful and timely information to parents and the 

community. 

 

OSD Mobile App 

Blackboard’s Parentlink allows you to send out notifications through the OSD mobile app for your particular 

school. Once you are logged into Blackboard, click “Messages.” After you create your message, you will have 

the option to send it out as a push notification for your school. 

 

Facebook 

On your school’s official Facebook page, you can click the white arrow next to the “post” button to pre-

schedule future posts. Facebook does not allow you to pre-schedule way too far in advance, however, so you 

will need to revisit this as needed. 

 

Social Media Management Tools 

You can use Hootsuite to pre-schedule posts for Instagram and Twitter as well as other social media platforms. 

Simply go to www.Hootsuite.com 

and set up a limited plan that is 

free. Other social media 

management platforms are 

available such as Buffer, Sprout 

Social, Tweet Deck, Social Oomph, 

and more.  



Special 

Considerations 

Parental  Consent 

Please make sure parents have signed a Consent Form for any students whose faces may be clearly shown in 

any photos you take and use to post to social media. Avoid publishing a student’s photo if parental consent 

was not given. This information is provided in the Parent Handbook. The school should be aware of which 

students in particular classes cannot be photographed.   

 

Copyright 

If you are not sure who created a graphic or took a photo, do not use it. Some images that look like regular clip 

art are actually copyrighted and could cause legal issues if published without permission. If an OSD employee 

and/or parent volunteer took the photo or created the graphic, copyright will not be an issue. If you are 

unsure, it is best to err on the side of caution and do not use the image. 

 

Crisis Communications 

If a crisis happens at your school, please defer to your administrative team at the school who should notify the 

district office as well as the Public Information Officer (PIO) for crisis communications. In times of crisis, it is 

critical that any messaging that goes out to parents and the public is accurate and in accordance with the 

district’s crisis plan. Please refer any parent inquires regarding a crisis to the district’s established 

communications channels for updates and information. 

 

Negative/Inappropriate Comments 

Social media is designed to be a two-way conversation, so you may receive feedback from time to time that is 

negative or inappropriate. Business solicitations, political ads, and comments that contain foul and/or 

offensive language/graphics are not appropriate for a school’s social media page and should be either hidden 

from view or deleted. If someone posts a threat and/or a comment that is negative towards the school, its 

students, teachers, or staff, please alert your principal immediately to determine proper response. 

 

Assistance 

If you need assistance or you are not sure about something, don’t be afraid to ask! Please contact the Public 

Information Officer, Ms. Letitia Austin, at laustin@oxnardsd.org or (805) 385-1501, ext. 2129. 


