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1. PURPOSE 

To establish the College of Dentistry’s media standards, regulations and guidelines in alignment 

with KSAU-HS standards for social media and websites. Additionally, support the COD’s vision, 

mission, and core values. 

 

2. STATEMENT  

College of Dentistry recognizes that media communication (related to COD) plays a vital role in 

supporting the college’s vision, mission, and core values. 

 

3. APPLICABILITY 

This policy applies to  

 College of Dentistry Staff, Faculty and Students of all programs. 

 KSAU-HS users who has website logged-in access to college of Dentistry website or 

platforms. 

 Users whomsoever posting any media related to college platforms.  

 

4. DEFINITIONS 

KSAU-HS 
 

 

King Saud bin Abdulaziz University for Health Sciences 

COD   College of Dentistry 

COD - IT  COD - Information Technology 

USERS Faculty, Staff, Students (including Interns), COD departments 

MEDIA  Includes images, videos, audio   

PLATFORM Website and social media accounts like Twitter, YouTube, Facebook, etc.  

 

 

  

 

IPP 



 

2 

 

 

5. POLICY  
 

5.1. COD content presented on the Internet (Social media or website) is owned by COD. 

5.2. No users are allowed to post any contents owned by or exclusively licensed to COD on the 

internet (including social media platforms), whether on behalf of the college or for personal 

purposes except COD designated staff. 

5.3. Any media content must be approved by related department head and COD Dean before 

requesting for publishing at COD platforms. 

5.4. Any text content needs to be published must be requested through department and approved 

by department head (please see the point 7.1)  

5.5. Content (text, images, audios or videos) that need to be published on social media or website, 

must be reviewed and approved by IT Manager, COD. (please see Appendix – C & D) 

5.6. Female pictures or videos are not allowed to be published on social media or website without 

filling and duly sign “URM Release Form”.  

5.7. Patient(s) pictures or videos are not allowed to be published on social media or website 

without the patient’s consent, in compliance with the patient’s rights to privacy and 

confidentiality. (please see the point 7.4) 

5.8. Content needs to be carefully checked for proper grammar and spelling by the requesting 

department before submitting to COD-IT department for publishing. The requesting 

department is responsible to provide updated content in timely manner. 

5.9. COD-IT department is not responsible for any incorrect content uploaded. COD-IT 

department will upload the same content as received from requesting department after 

department head’s approval. 

5.10. Social media account must be managed by authorized person from COD media section. He 

or she will be responsible for the media that will be published and are expected to abide by 

the highest quality of Professionalism. 

5.11. COD-IT department managing user’s enrollment including adding new users or removing 

users. 

5.12. Academic Affairs department is required to submit the updated list of new students, faculty 

for enrollment in website one (1) month prior to start of each Academic Year. 

5.13. Private messaging is not allowed in any social media platform for COD.  

5.14. No request will be accepted and processed without filling “Request form for Services” form. 

Form available on the COD Website under e-forms.  

 

6. RESPONSIBILITIES 

6.1. COD DEPARTMENTS  

6.1.1. Keep the media section team informed of any media interest or potential for interest in 

their work. 

6.1.2. Requesting department is responsible for the accuracy and integrity of their media content 

which must be approved by department head.  

6.1.3. Regular media requests that need to be designed, must be submitted at least one week prior 

to the needed date. 

6.1.4. Any media related post ready to publish without any needed design must be submitted at 

least two days prior to the published date.  

  



 

3 

 

 

6.2 MEDIA SECTION   

6.2.1 COD media section will promote academics, clinical and institutional developments 

through media channel.   

6.2.2 Coordinate and facilitate media contents with COD Departments 

6.2.3 Review media content (like length of Tweet, perfect language structure, spelling grammar 

etc.) and publish it in a timely, accurate, and professional manners.  

6.2.4 Media section has the right to return any requests to the concerned department if it observes 

any controversial content for correction.  

6.2.5 Before publishing any images, photos on website or social media, follow the approved 

format and use the proper header and footer.  

 

7. PROCEDURES 

7.1. Any content need to be published in the COD website or social media should follow Media 

Section flow Chart (APPENDIX C) and Website Content Publish Process flow chart 

(APPENDIX – D). The requesting department must fill the form given in APPENDIX (A), 

and submitted it to COD-IT. 

7.2. Any content includes female image or video that needs to be published, the requesting 

department must fill the form given in APPENDIX (B), approve it by department’s head then 

submit it to media section. 

7.3. User who needs to access website logged-in services is required to send an email to COD-

help@ksau-hs.edu.sa through their department. 

7.4. Any patient image or video that needs to be published, the requesting department must fill the 

form given in APPENDIX (B), approve it by department’s head then submit it to media 

section. 

 

Note: Upon the implementation of COD-IT automated helpdesk system, all hard copy forms will be re 

placed by digital forms and all the request should come through a helpdesk system. 
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Appendix - A 

 

          Download link: https://cod.ksau-hs.edu.sa/e-forms/  
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APPENDIX – B  

URM Release Form  
(https://www.ksau-hs.edu.sa/English/FacultyAndStaff/Documents/RELEASEFORM-3.2018.pdf)  
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APPENDIX – C 
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APPENDIX – D 

 

 


