TXST ENGLISH NEWS & SOCIAL MEDIA RESOURCES 
REV. 2/2026
[bookmark: _Toc221275774]OVERVIEW
This document links to university resources for social media, which communicates news and publicity on the department platforms. Social media materials are created and administered by faculty. Department staff does not manage social media.*
*See the “TXST ENGLISH NON-SOCIAL MEDIA PUBLICITY RESOURCES” document for information about the website, digital signs, print products, and emails. These materials are administered by department staff.
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[bookmark: _Toc221273983][bookmark: _Toc221275775]UNIVERSITY POLICY
[bookmark: _Toc221273984][bookmark: _Toc221275776]ACCESSIBLE CONTENT
“All employees at TXST are responsible for making their digital content accessible. The DOIT accessibility guides can help you succeed.” 
https://doit.txst.edu/accessibility.html 
The university elsewhere states: “avoid using print templates for digital or social media posts, and vice versa.” Digital signs and print materials are not accessible content for social media and should not be distributed beyond their intended medium.
[bookmark: _Toc221273985][bookmark: _Toc221275777]BRAND ASSETS
Department communications, including but not limited to news and publicity materials, should adhere to accessibility and other university guidelines for typography, color, image selection, and brand assets. 
https://brand.txst.edu/ 
[bookmark: _Toc221273986][bookmark: _Toc221275778]LOGO USE
Logo use is guided by UPPS 01.04.11. 
Only one Texas State logo can be used per document per university policy. If more than one university department/program is sponsoring an event, the document should use the primary TXST logo.
The department may consider logos by non-TXST partners when they co-host an event; their logos may need to be adapted and able to accommodate department templates.
https://brand.txst.edu/visual-identity/our-university-logo-system.html 
[bookmark: _Toc221273987][bookmark: _Toc221275779]UNIVERSITY-SUPPORTED SOFTWARE REQUIRED 
The use of third-party platforms (e.g., Google) for university business is prohibited. 
· UPPS 05.02.06 -Acquisition of Information Technology Products and Services
· UPPS 04.01.01 -Security of Texas State Information Resources
· UPPS 04.01.07 -Appropriate Use of Information Resources


[bookmark: _Toc221275780]SOCIAL MEDIA: NEWS
[bookmark: _Toc203056364][bookmark: _Toc207456662][bookmark: _Toc207458508][bookmark: _Toc181782184][bookmark: _Toc203056375]To submit completed career-related news, see the “TXST English News Submission Form” on the department website. Do not use this form for event publicity (see below).
The contents of this form route to Associate Chair, as well as Social Media Director/Coordinators.
News submitted to the form above is considered for social media, as well as the
[bookmark: _Toc221275782]BIMONTHLY DEPARMENT EMAIL (“MISCELLANY”)
An unsorted digest of department-related news (known as “Miscellany”) is distributed via internal email department communication by the department Associate Chair.
[bookmark: _Toc203056365][bookmark: _Toc207456663][bookmark: _Toc207458509][bookmark: _Toc221275783]NEWSLETTER
The Newsletter is a public record that documents completed activities on the department’s WordPress site: https://txstenglish.wp.txstate.edu/
[bookmark: _Toc207456664][bookmark: _Toc207458510][bookmark: _Toc221275784]SOCIAL MEDIA: PUBLICITY
To request social media publicity for department events, use “TXST English Social Media Publicity Request Form.” Do not use this form for news (see above).
The contents of this form route to Social Media Director/Coordinators.
Note: if you are seeking a press announcement from the TXST Newsroom, please confirm the date of the release prior to submitting the above forms. See “TXST ENGLISH NON-SOCIAL MEDIA RESOURCES” document.


[bookmark: _Toc221275785]SOCIAL MEDIA POLICY & RESOURCES
[bookmark: _Toc207456666][bookmark: _Toc207458512][bookmark: _Toc221275786]UNIVERSITY POLICY & GENERAL GUIDELINES
https://www.socialmedia.txst.edu/ 
https://www.socialmedia.txst.edu/best-practices.html 
https://www.socialmedia.txst.edu/new-account.html 
[bookmark: _Toc203056380][bookmark: _Toc207456667][bookmark: _Toc207458513][bookmark: _Toc221275787][bookmark: _Toc203056376]DEPARTMENT PLATFORMS
[bookmark: _Toc203056381]The department’s main accounts do not post graphics made by others and do not grant access to students. The department does not refer users (via images or links) to articles that are not accessible to the public.
INSTAGRAM @txstenglish: https://www.instagram.com/txstenglish/
[bookmark: _Toc181782188][bookmark: _Toc203056382]FACEBOOK @Texas State Department of English: https://www.facebook.com/txstate.english/
[bookmark: _Toc181782189]X @TXSTEnglish: https://x.com/TXSTEnglish
[bookmark: _Toc181782190][bookmark: _Toc203056383][bookmark: _Toc181782191]LINKEDIN @Texas State Department of English: https://www.linkedin.com/company/texas-state-department-of-english/
[bookmark: _Toc221275788]NEWS AND PUBLICITY CONTENT
· Timely events related to university/regular calendar
· Department and program announcements, including new personnel
· News: Students/Alumni/Faculty-see below
· Publicity: TXST, COLA, English-sponsored events
· Course spotlights: classroom experiences that feature students, as well as non-TXST-English guest speaker, experiential learning, study abroad, etc.
[bookmark: _Toc203056378][bookmark: _Toc207456669][bookmark: _Toc207458515][bookmark: _Toc221275789]FACULTY NEWS
· Book: monograph or edited collection published by national/international press
· Major award granted by major entity, e.g., NEH, NEA, State of Texas
· Media features in major, public-facing media outlets, e.g., The New Yorker, the AP, The New York Times, The Los Angeles Review of Books, The Conversation
[bookmark: _Toc203056384][bookmark: _Toc207456670][bookmark: _Toc207458516][bookmark: _Toc181782198]

[bookmark: _Toc221275790]SOCIAL MEDIA: COLLABORATION
Please share the department’s posts OR ask to collaborate. Users should NOT download department graphics to make their own posts. Driving traffic to the same post increases visibility and optimizes algorithms.
[bookmark: _Toc203056385]NON-TXST COLLABORATION
The department accepts tags from non-TXST accounts on a case-by-case basis; the department generally does not accept “collaborative” posts from non-TXST accounts.
[bookmark: _Toc203056386]INTER-DEPARTMENT/UNIVERSITY COLLABORATION
Depending on the platform, the department welcomes tags from COLA and other academic units.
The department’s Instagram generally does not accept joint “collaborative” posts from other departments due to grid planning but can accept joint reels in some cases.
[bookmark: _Toc181782193][bookmark: _Toc203056387]INTRA-DEPARTMENT COLLABORATION
Applies to all programs within English. See also APPENDIX A.
TAGGING (always)
· Tag @TXSTEnglish in graphic AND include @TXSTEnglish in the written copy. 
· Approve tags from @txstenglish and share post to stories when tagged.
CROSS-POST/COLLABORATE (when relevant)
· Instagram: use “invite collaborator” 
· Facebook. same as above
· Twitter/X: tag in post or in comment to prompt re-tweet
· LinkedIn: same as above
We use collaborative methods to 
· avoid duplicated work;
· increase coherence of department messaging;
· make relationships between department and its programs, centers, etc., visible to users.

[bookmark: _Toc181782199][bookmark: _Toc203056389][bookmark: _Toc221275791]APPENDIX A: RESOURCES FOR SOCIAL MEDIA ACCOUNTS WITHIN ENGLISH
[bookmark: _Toc203056391][bookmark: _Toc207456672][bookmark: _Toc207458518][bookmark: _Toc221275792]GENERAL GUIDELINES & BEST PRACTICES
Official accounts within English should adhere to TXST branding and accessibility requirements, as well as other best practices outlined by the university.
Link here: https://www.socialmedia.txst.edu/best-practices.html 
[bookmark: _Toc221275793]NEW ACCOUNTS
Seek written approval from department Chair; then, follow university guidelines.
Link: https://www.socialmedia.txst.edu/new-account.html 
[bookmark: _Toc221275794]EXISTING ACCOUNTS
See “Social Media: Intra-Department Collaboration” (above) and “Checklist: Account Housekeeping” (below).
SOCIAL MEDIA MANAGERS
Per university policy, all university social media accounts must have two regular, full-time faculty/staff members, hereafter “social media managers,” who maintain current and regular access to the account. See “Social Media: University and General Guidelines” above.
Directors/supervisors of programs are responsible for their entity’s social media and should assume responsibility as a social media manager unless arranged otherwise with department Chair and/or program director.
Students, including graduate assistants, are not eligible to be social media managers per university policy. The department’s accounts do not give students access. Programs within English may choose to give students posting privileges although this does not mean students are account managers that meet university policy for two full-time employees.
(Continued below)


In sum, faculty social media managers should do the following:
· monitor overall compliance and accessibility
· approve posts created by students/GAs before they are scheduled/published;
· check posts after they are published;
· monitor the account, especially after new posts are published;
· monitor tagging and sharing;
· coordinate with members of the TXST English Social Media committee
· please see earlier section, “Social Media: Intra-Department Collaboration.” 
Additional information provided in the following checklists, which should be shared with anyone working in a social media account in English.
[bookmark: _Toc203056392][bookmark: _Toc207456673][bookmark: _Toc207458519][bookmark: _Toc221275795]CHECKLIST: ACCOUNT HOUSEKEEPING 
Please complete ASAP if account is already in existence and review as necessary.
SET UP
· [bookmark: _Hlk207448231]Register and follow all guidelines outlined by university for set up: https://www.socialmedia.txst.edu/new-account.html 
· Share account login information with department support staff (Corey Weber)
· Update avatar (profile picture) when TXST provides new graphics
BIO
· Designate account as “official” and follow other guidelines here: https://www.socialmedia.txst.edu/new-account.html 
· Reference affiliation with @txstenglish
· Revisit description and links in bio
· First link: primary link
· [bookmark: _Toc203056393]Second/Third link: www.english.txst.edu


[bookmark: _Toc207456674][bookmark: _Toc207458520][bookmark: _Toc221275796]CHECKLIST: POSTS 
WHEN TO POST
Instagram: do not post more than 2-3 times a week; this does not include sharing to Stories. 
For other platforms, see university resources linked here: https://www.socialmedia.txst.edu/best-practices.html
BEFORE/DURING POSTING
· Graphic 
· To create/generate, see “Checklist: Social Media Graphic Design” below
· Always include ALT TEXT
· Always TAG @txstenglish in graphic 
· Written copy (i.e., written part of post)
· Always include “@txstenglish”; tag others as relevant
· Include all written text from graphic
· Reference “link in bio” when relevant
· Double check spelling, punctuation, and grammar; cross reference as needed.
AFTER POSTING
· Double check post appearance immediately after publication
· Posts with errors should be corrected and/or taken down immediately; do not wait until replacement is available to remove.
· Monitor a post’s performance immediately after publication to assess engagement, audience, and other elements of performance.
[bookmark: _Toc203056394]

[bookmark: _Toc207456675][bookmark: _Toc207458521][bookmark: _Toc221275797]CHECKLIST: GRAPHIC DESIGN
FONT
· Use TXST fonts: https://brand.txst.edu/assets/typography.html 
· Halis Grotesque, ALL CAPS for headings 
· alternates: Brandon Grotesque, Acherus Grotesque
· Nunito Sans for paragraphs
COLOR
· Use TXST colors*: https://brand.txst.edu/assets/colors.html 
· Identify TXST colors by inputting color codes; do not use approximations
· Follow requirements for color contrast (accessibility issue): https://doit.txst.edu/accessibility/user-guides/text/color-contrast.html 
OTHER ELEMENTS
· Use TXST branded elements, e.g., colorbar: https://brand.txst.edu/assets/graphic-elements.html 
IMAGE OPTIONS
· TXST repository, Canto
· Public domain images in TXST-approved repositories, e.g., Pexels
· Photos with permission from copyright holder
· Exception: book covers
· Never use AI-generated images
WRITTEN TEXT
· Avoid written text whenever possible; if using, take extreme care, double checking spelling and other grammar
· Limit to 6 words per graphic according to TXST policy
· https://www.socialmedia.txst.edu/branding/graphics-guidelines.html 
· Logo does not “count” toward 6 words
· Avoid adding links to written copy in Meta platforms; instead, add to comments (Facebook) or comments/“link in bio” (Insta)

[bookmark: _Toc203056396][bookmark: _Toc221275798][bookmark: _Toc190764362][bookmark: _Toc203056397][bookmark: _Toc207456677][bookmark: _Toc207458523]APPENDIX B: STUDY ABROAD
Applicable to faculty-led programs under Education Abroad. If program is sponsored by another office, e.g., Education or OXP, please consult that office for publicity needs. 
[bookmark: _Toc207456678][bookmark: _Toc207458524][bookmark: _Toc221275799]GENERAL INFORMATION
Faculty directors: check with sponsoring office about current policies about posting protocols for personal, public-facing accounts.
Faculty directors who want to create an official social media account for their program should seek approval from department Chair BEFORE initiating university protocols linked here: https://www.socialmedia.txst.edu/new-account.html 
See also “Social Media: Collaboration” section and Appendix A. 
[bookmark: _Toc207456679][bookmark: _Toc207458525][bookmark: _Toc221275800]PUBLICITY
· See “TXST ENGLISH NON-SOCIAL MEDIA PUBLICITY RESOURCES”
[bookmark: _Toc207456680][bookmark: _Toc207458526][bookmark: _Toc221275801]NEWS
· For department social media posts during the program (about 3 total), arrange photo transfer with Social Media Director prior to leaving.
[bookmark: _Toc203056398][bookmark: _Toc207456681][bookmark: _Toc207458527][bookmark: _Toc221275802]INFO FOR STUDENTS
Please ask the students to do the following on Instagram*:
· Follow @txstenglish
· Tag @txstenglish when they post (to stories or feed)
· Adjust settings to allow sharing
[bookmark: _Toc190764363][bookmark: _Toc203056399]*If students are on LinkedIn or Facebook, they can tag “Texas State Department of English.”
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