Social Media Policy

(Insert company name here) believes that social media is an important form of communicating.  Web content created through collaboration on blogs, Facebook, Twitter, LinkedIn and other online technologies make it easier for employees to identify, meet, connect and share information with members, prospects, and the community at large.  (Insert company name here) promotes the value of membership, the importance of its initiatives, and the accomplishments of the organization through its official Facebook pages, blogs and other social media.  However, it is recognized that unrestrained use of social media and its nature as a virtually permanent public forum can pose issues of privacy, intellectual property, general liability and other legal issues that can harm the organization and the employees using social media.  We expect all employees who participate in social media for work-related and/or personal purposes to understand and follow this policy.

Compliance with Relevant (Insert company name here) Policies When Participating in Social Media

The same principles and guidelines that apply to (Insert company name here) employees’ activities in general apply to their activities online, both at work and outside of work. This includes all forms of online publishing and discussion, including blogs, wikis, file-sharing, user-generated video and audio, social networks, and other social network applications when employees are discussing (Insert company name here) -related topics.  All (Insert company name here) policies, including the (Insert company name here)  Employee Handbook and any addendum(s), apply to employees’ social media and other online activities.  These policies include, but are not limited to, the Confidentiality policy, the Electronic Mail and Internet Usage policy, the Ethics policy, the Harassment policy, the Media policy, and the (Insert company name here) Standards of Conduct.  This Social Media policy does not negate any other (Insert company name here) policy.  Violation of the Social Media policy, or any other (Insert company name here) policy, may subject an employee to discipline up to and including termination of employment.  

Participating in Social Media on Behalf of (Insert company name here)

(Insert company name here) recognizes the opportunity and benefit social media provides to have a real-time conversation with a wide audience of members, prospects and others.  (Insert company name here) does pre-screen employee-posted content and regularly review other posted content on all (Insert company name here) social media sites and has the right in its sole discretion to remove any content that it considers spam, an invasion of privacy, false, misleading, fraudulent, defamatory, profane, illegal, not in agreement with (Insert company name here) policies and/or standards, or otherwise found to be objectionable and to violate the terms of this policy. If you are leading, facilitating, writing or administrating an official (Insert company name here) social media page or blog, please also remember the following:

· Employees must obtain permission from their department head to participate on behalf of the (Insert company name here). Any messages that might act as the “voice” or position of the (Insert company name here) must be approved by (Insert company name here) senior staff, as appropriate.

· Do not share private or confidential information. The (Insert company name here) Confidentiality Policy defines confidential information and supplements this policy 

· Never comment on anything related to legal matters, litigation, or any parties we are in litigation with. 

· By posting content, you are granting (Insert company name here) a non-exclusive, royalty-free, perpetual, and worldwide license to use your content in connection with (Insert company name here), including, without limitation, the license rights to copy, distribute, transmit, publicly display, publicly perform, reproduce, edit, translate and reformat your content, and/or to incorporate it into a collective work. 

· When publicly displaying, performing, reproducing or distributing copies of your content, or content as incorporated into a collective work, (Insert company name here) will make best efforts to credit your authorship. You grant (Insert company name here) permission to use your name for such attribution purposes.

· Do not post material in violation of trademark, copyright or other law.  By participating in social media on behalf of (Insert company name here) you are indemnifying those organizations from any trademark, copyright or other intellectual property violations.

· Unauthorized use of the (Insert company name here) name to endorse or promote any product, opinion, cause, issue or political candidates is prohibited.

· Employees should not respond to negative comments or criticism posted about (Insert company name here) unless permission has already been granted to that employee for responding.  


Personal Use of Social Media

Remember these are public forums and be thoughtful about how you present yourself in online social media.  The lines between public and private, personal and professional are blurred in social networks.  As a general rule, it is expected that all employees will use common sense and sound judgment when utilizing any social media tool. Personal use of social media sites (including but not limited to Facebook, Twitter, LinkedIn, and personal blogs) during working hours should be kept to a minimum and not interfere with completion of your work duties.  Use personal e-mail addresses on social networking sites when you are not participating on behalf of (Insert company name here).  All electronic communications and stored information transmitted, received, or archived in (Insert company name here) information system are the property of (Insert company name here).  (Insert company name here) reserves the right to access and disclose any information or messages in its possession.  In your personal use of social media, please also remember:

· Do not use logos, trademarks, or other intellectual property of (Insert company name here)  without written approval from (Insert company name here) senior staff, as appropriate.

· If you chose to discuss (Insert company name here) initiatives or programs, disclose your connection to and role within (Insert company name here).  Use good judgment and strive for accuracy in these communications.  Write in the first person and use a disclaimer approved by (Insert company name here). The disclaimer should clearly state that the content is the opinion of the author and does not necessarily represent the views of (Insert company name here), as appropriate.  However, even with a disclaimer, do not share private or confidential information of (Insert company name here)  on a personal page or blog nor ever comment on anything related to legal matters, litigation, or any parties we are in litigation with.  The (Insert company name here) Confidentiality Policy defines confidential information and supplements this policy. 

· Do not use social media for internal communication among fellow employees.  Social media forums are public and not the place to communicate (Insert company name here) policies or resolve internal workplace conflicts. 
 
· Be respectful of our members, business partners, vendors, other employees and stakeholders in our organizations.

· By virtue of their position in the organization, (Insert company name here) directors, managers, and supervisors must consider whether personal thoughts they publish might be misunderstood as official (Insert company name here) positions.  Always assume that members of your team will read what is written.  

