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OPERATING GUIDELINES AND PROCEDURES
FOR SPEAK UP HVL

Speak Up HVL Policy

POLICY
The City of Hyattsville’s web-based civic engagement module, Speak Up Hyattsville (HVL) will be designed, 
implemented and managed as part of its overall communication and engagement strategy.

PURPOSE
This policy establishes guidelines for the use of the Speak Up HVL Civic Engagement Module. The policy 
outlines the proper use and oversight of the module by City employees and residents and establishes 
procedures to ensure the site is appropriately and responsibly managed. Staff tasked with oversight of 
the module shall ensure it is operated in a professional, ethical and lawful manner. 

SCOPE
This policy applies specifically to the Speak Up HVL civic engagement module. The City’s official website, 
www.hyattsville.org shall remain the City’s primary online medium for communicating information to the 
public. 

DEFINITION
Speak Up Hyattsville is a civic engagement platform that allows for City officials to generate questions and 
topics and obtain input and feedback from residents and stakeholders.  The site allows for discussions on 
selected topics, or electronic comments on City Council agenda items, and direct feedback via surveys. 
The module allows participants to obtain information about ongoing projects, create/share/vote on ideas, 
and connect with other residents that share their interests. 

GOALS
Speak Up HVL represents the City’s adopted Strategic Goal 1, to ensure transparent and accessible 
governance, and Action 1.1, to provide information and opportunities for resident participation in civic 
endeavors. 

The goals of integrating a civic engagement module are:
 To promote the value and importance of civic participation among residents
 To sustain the productive involvement of its residents
 To engage a broader audience and generate fresh ideas
 To better inform residents of new and ongoing projects
 To see feedback from residents about current and potential projects as well as issues of 

community or neighborhood concern
 To foster two-way communication channels between the City and its residents, and to maintain 

an open, professional and responsive dialogue with residents

MANAGEMENT OF CIVIC ENGAGEMENT MODULE
The City Clerk, Public Information Officer, or their designee will be responsible for day-to-day maintenance 
of Speak Up HVL. At times the City staff, the City Administrator, Department Heads, City Councilmembers 
and City Advisory Bodies may be needed to assist with interactions. When using Speak Up HVL the City 



CITY OF HYATTSVILLE General

Policies / Procedures
Reference Date:  September 1.2016

2

will be required to abide by the City’s Official Communications Policy.

USE
The primary use of Speak Up HVL will be for the City to better inform residents of new and ongoing 
projects and to receive input or feedback about projects and other issues of community interest. Speak 
Up HVL will also be a place where residents can share ideas, ask questions, and receive responses from 
the City.

POSTING OF TOPICS
City staff will be the primary source for generating and moderating topics for inclusion on Speak Up HVL. 
Members of the Council, Advisory Boards and Committees may request approval through the City Clerk 
to the Council Executive Committee (XCOM) for a topic to be posted.  Once approved, the topic will be 
prioritized and posted within 30 days of receipt.  Residents’ ideas and discussion items can be posted in 
the Ideas section of the module; however staff may determine that an idea should be escalated to a
discussion item.  Once the item is reviewed by the City Clerk and approved by the City Administrator it 
will be posted. Staff and Advisory Boards/Committees interested in employing the survey function of 
Speak Up HVL shall do so only after submitting a request through the City Clerk and receiving approval 
from the City Administrator.  Survey postings are for informational purposes and are not intended to be 
scientific measurements of public opinion. 

HOSTING, TRAINING AND SUPPORT
The City of Hyattsville City Clerk will provide training to the staff members responsible for maintaining the 
Speak Up HVL site. Additional training is available through the City’s service provider, Granicus.

DATA RETENTION
Electronic comments on City Council Agenda Items will be considered part of the official meeting record 
and retained in accordance with the City’s Record Retention Schedule, approved by the Maryland State 
Archives. Routine social media posts and comments by residents on ideas/discussions/forums are 
considered “temporary/transitory correspondence”. These messages are considered to be non-
permanent and not required to be retained. 

DISCLAIMER
The following disclaimer will be posted on the City’s website.

Speak Up HVL is operated by the City of Hyattsville. The City reserves the right, at its sole discretion, to 
change, modify, add or delete comments or posts, photos and video at any time. Comments associated
with unlawful activity or that contain offensive or vulgar language or photos, personal attacks on staff or 
members of the public, political endorsements of any kind, commercial advertisements or any other form 
of commercial solicitation will be removed. The City of Hyattsville has the right to reproduce any pictures 
or videos to this site in any of its publications or websites or any other media outlets. 

The City recognizes that the views, postings or opinions expressed on Speak Up HVL may not be 
representative of all City residents. The City Council and staff are not bound by survey results or consensus 
depicted on Speak Up.

ADVERTISING
The City of Hyattsville does not, and will not endorse any product, service, company, or organization 
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advertising through its civic engagement module. 

PRIVACY POLICY
The City of Hyattsville does not share information gathered through its social media sites with third parties 
for promotional purposes. However, any information provided to the City is subject to the Maryland Public 
Information Act. The law classifies certain information as available to the public upon request. 

MODERATING PUBLIC COMMENTS
The City of Hyattsville staff, with administrative rights, will not edit posted comments, but may remove 
comments that are determined to be abusive; obscene; defamatory; in violation of the copyright, 
trademark right, or other intellectual property right of any third party; or otherwise inappropriate or 
incorrect. The following are examples of items that will be removed by City staff:

 Potentially libelous comments
 Obscene or racist comments or other discriminatory comments
 Personal attacks, insults or threatening language
 Plagiarized material
 Private, personal information published without consent
 Comments unrelated to the topic of the forum
 Commercial promotions or spam
 Hyperlinks to material that is not directly related to the discussion
 Sexual content or links to sexual content
 Encourage or promote illegal activity
 Promote political campaigns or ballot measures
 Information that may compromise the safety or security of the public
 Posts by individuals using aliases or false names to utilize module

Residents may flag abusive or offensive comments as part of the Speak Up HVL terms of use. Once a 
comment has been flagged it will placed into a queue for staff review and removed from the website. 
Should the staff determine that the comment violated the module’s terms of conditions, the comment 
will be deleted and the posting member will be warned. Repeated offensive posts will result in the loss of 
posting privileges for the offending poster. 


