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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Social Media and Social Networking Policy

[bookmark: _Hlk143181891]The Company views social networking as a strictly personal activity unless your job description includes engaging in social networking for the specific purpose of promoting the Company.  The following guidelines apply to employees who choose to engage in social networking and/or social media:

· Any posting to a public forum, such as emails, blogs or social media platforms, whether for personal use or if hosted by the Company, are required to be consistent with the Company’s policies and standards including confidentiality, discrimination, and harassment.  Inappropriate postings that may include discriminatory remarks, harassment and threats of violence or unlawful conduct will not be tolerated.

· Social networking sites including but not limited to sites such as Facebook, Instagram, TikTok, Threads and X (formerly Twitter) should not be accessed or used during work time, unless authorized by your supervisor or manager. [Option: Occasional personal use of social media is permitted during work time. If you choose to use social media using Company equipment, it will be subject to the same privacy and monitoring provisions stated in the Electronic Communications policy.] 

· If you have listed the Company as your employer, you have associated yourself with the Company.  Do not represent yourself as a spokesperson of the Company, unless authorized to do so.

· You are required to maintain the confidentiality of the Company’s trade secrets, or confidential information. Trade secrets may include information regarding the development of systems, processes, products, know-how and technology. Do not disclose business-related confidential communications. This does not include information regarding the terms and conditions of employment such as staffing plans or hours of work.

· Do not speak to the media on the Company’s behalf without contacting [Contact name].  If you have questions or need further guidance, please contact Human Resources.

· Supervisors should not make recommendations or referrals of past or present employees on social or business networking sites such as Linked In.
Remember, you are responsible for anything you write or present online.  The Company trusts and expects you to exercise personal responsibility whenever you participate in social media or other online activities.  Violations of this policy can result in disciplinary action up to and including termination.  

These rules are not intended to restrict or interfere with your engagement in protected activity including your right to self-organize, form, join or assist labor organizations, to bargain collectively or from engaging in any other concerted activities for the purpose of collective bargaining or the mutual aid and protection of employees of the Company. 

The absence of, or lack of explicit reference to a specific site does not limit the extent of the application of this policy. Where no policy or guideline exists, employees should use their professional judgment and take the most prudent action possible. Consult with your manager or Human Resources if you are uncertain.
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