SSLA WEBSITE AND SOCIAL MEDIA COMMITTEE RESPONSIBILITIES
AND GUIDELINES

The SSLA website, www.ssla.org, provides a dynamic means of communication for our
members. It furnishes useful information on the care of llamas, a calendar of events, a photo
scrapbook and history of the SSLA. In addition, it provides a source of information on camelids
for the general public. SSLA By-Laws, Article VIII: Communications Section 8.2. SSLA Web site

SSLA Social Media accounts, such as Facebook, provide a fluid means for communication for our
members. It provides an open forum for membership and the general public to communicate on
care of llamas and an opportunity to ask specific questions or promote upcoming SSLA events.
Article VIII: Communications Section 8.3.

KEY RESPONSIBILITIES

The Committee is responsible for keeping the Website and all Social Media
accounts updated at all times, as well as proofreading and reviewing as
needed. Information provided from the BOD and other Committees for
posting on the Website should be posted within 15 days after receiving the
information.

SAMPLE WEBSITE TASKS

e Keep the list of Events and associated documents current, and old
events/documents deleted.

e Keep and update the Membership Directory (both the list open to the
public and the master list on the Membership Only page)

e Post relevant SSLA Journals, Discover Llama Magazines, SSLA Meeting
Minutes, and Treasurer Reports on appropriate pages. Due to the
current host, GoDaddy, limiting the number of documents, seek
guidance from the SSLA BoD on what should be done with older files.

e Assure the most current Policies, Procedures, and Program guidance
documents are posted and available for members to use. This also
includes an Annual Membership Form for new applicants and renewing
current members.

SAMPLE FACEBOOK TASKS

e Frequently monitor Facebook to ensure comments and postings are
respectful to the association and membership, and support our
mission.
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e Approve or disapprove flagged posts.

e When appropriate, the committee may respond professionally to any
complaints, accusations, or negative posts, and to remove
inappropriate content, issue public apologies when necessary.

e Report any potential predicaments with the assigned Board Liaison.

SKILLS NEEDED
e Basic computer knowledge with internet and email access

e Basic knowledge of editing and creating website pages and uploading files
through a web hosting portal such as GoDaddy

e Basic knowledge of editing and creating social network platforms such as
Facebook

e Able to work independently within a timeline
THE COMMITTEE

The Chairperson is appointed by the President, usually at the first Board
meeting following the Annual SSLA Membership Meeting. Additional
committee members serve as an assistant to the Chairperson. The term of
the Committee is for one year. There are no restrictions on term limits for
serving on this Committee. The Chairperson determines the Committee size.
The minimal recommended size is two additional members. The Committee
acts with limited authority to freely decide on matters within its jurisdiction.
The Board assigned Liaison communicates between the Committee and the
Board of Directors. The Chairperson is responsible for submitting Committee
Reports to the committee’s board liaison at least five (5) days before Board
of Directors regular meetings and an End-of-Year Report five (5) days before
the Annual SSLA Membership Meeting. These will be a part of the meeting
minutes. These reports should include a brief statement of Committee
activities, requests for approvals or changes, or ideas.

In addition to the reports, the Chairperson will submit to the Secretary by
March 1, updates on software used, account numbers, passwords, etc, so if
the Chairperson has resigned or cannot fulfill their duties, the transition to a
new Chairperson will go smoothly. (see chart at the end)

This statement must be posted on our Facebook page: “There are no
spoken or written rules for professionalism because it is assumed
adults understand professional, adult behavior. No personal attacks,
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no vulgar language or abbreviations and no sarcastic or “snarky”
remarks pointed toward each other intended to hurt or manipulate
an argument are allowed. Please try to remember that your behavior
reflects positively or negatively on you, your farm, your business
and your potential sales. On this site, it reflects all of SSLA. Please,
let’s all try to enjoy the vast amount of information-sharing and the
educational aspect of the site and do so without unnecessary,
unprofessional remarks toward each other.”

Expenditures beyond the current budget provided to the Committee by the
Board should be presented first to the President for submission to the Board
for prior approval in accordance with the SSLA By-Laws.

Information to be kept on file with SSLA Secretary

Website Information
Information to be kept on file with SSLA Secretary

_ SSLA.org
SSLA Web Domain(s) discoverllamas.com

Software or Web design Company | None, SSLA committee designed
(if any) using the GoDaddy package

Website Host GoDaddy

Web Customer number(s)

Web User Name(s)
and password(s)

Email associated with the account

Annual.ORG Domain Registration for
SSLA.org

Budget Information
All are on automatic renewal with GoDaddy
and use the SSLA credit card.

Annual.ORG Domain Registration for
discoverllamas.com

Websites + Marketing Standard

Package
Individuals listed on the account Access Level
e Andie Frederick Account holder
e Kelli Cashin Products & Domains
e Isabelle OIliff Products & Domains
e Vicki Sundberg Products, Domains, and Purchase

Social Media Information

Facebook Group Name(s) SSLA- Southern States Llama Association
Individuals listed on the account Access Level
e Vicki Sundberg Account holder
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|« Kelli Cashin | Products & Domains
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