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	Title
	#117. SOCIAL MEDIA POLICY

	Objective
	This Social Media Policy has been developed to address Personal Social Networking and to provide reasonable guidelines for appropriate online conduct and to avoid the misuse of this communication medium during non-working hours.  

	Responsibility
	All employees

	Steps
	Today social media consists of a broad range of online activity, all of which is track-able and traceable. These networks are not just the blogs you write or those to which you respond. The Company recognizes that almost all of our employees participate to some extent in one of the online tools. 

Social media can take many different forms.  The following list is representative of the myriad of social networks. There are the internet forums, blogs & microblogs, online profiles, wikis, podcasts, pictures and video, email, instant messaging, music-sharing, and voice over IP, to name just a few. Examples of social media applications are LinkedIn, Facebook, MySpace, Wikipedia, YouTube, Twitter, Yelp, Flickr, Second Life, Yahoo groups, Wordpress, ZoomInfo, etc. 

Use of Personal Social Networking

· The use of the Company’s Internet to access personal websites is prohibited.

· Outside the workplace your rights to privacy and free speech protect online activity conducted on your personal social networks with your personal email address.

· You are responsible for what you post. As an employee of the Company, be aware that the content you post and the information you post remains in cyberspace forever. 
· Always be polite and exercise discretion and sound judgment when using such sites.
· What you publish on such personal online sites should never be attributed to the Company and should not appear to be endorsed by or originated from the Company.

· If you mention the Company as your employer or your affiliation with the Company on a social network, then you should regard all communication on that network as you would in a professional network. 

· Do not represent yourself as speaking for the Company. Use a disclaimer and make it clear that these views are not reflective of the views of the Company. “The opinions expressed on this site are my own and do not necessarily represent the views of the Company.” 
· Do not characterize the Company in any negative or derogatory manner.

· You are to respect the Company and never post any financial, confidential, sensitive or proprietary information about the Company or any of our clients or business associates. Remember this is a personal not a business site.

· Do not engage in name-calling or behavior that will reflect negatively on you or the Company’s reputations.

· Beware of comments that could reflect poorly on you and the company. Social media sites are not the forum for venting personal complaints about supervisors, co-workers, or the company. 
· Use privacy settings when appropriate. Remember, the internet is immediate and nothing posted is ever truly private nor does it expire. 
We expect compliance with this policy and any violations will result in disciplinary action up to and including termination. If you have any questions with respect to this Social Media Policy, please contact the Human Resources Department.
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