[image: image1.jpg],@"‘"g BUSINESS

NEW ZEALAND






[Your Company Name Here] – Internet Policy

SOCIAL MEDIA POLICY

MOTIVATION

Social media is changing the way we communicate and has become an accepted form of business communication, customer service and networking. [Your Company Name] uses social media as a means to promote the company and engage in conversations with relevant people over a variety of social media platforms.

To help [Your Company Name] leverage the communication opportunities afforded by social media in a responsible way, without negatively affecting [Your Company Name’s] reputation, all employees using social media are responsible for following the steps outlined in this SOCIAL MEDIA POLICY.

PURPOSE

The purpose of this policy is to create a [Your Company Name] standard for:

· General social media interaction.

· Employee’s own social media interaction.

· Official social media interaction.

SCOPE

Everyone who has access to one of [Your Company Name’s] social media platforms, or those of [Your Company Name’s] clients is expected to follow the guidelines outlined in this policy. In addition, employees who use social media in their personal capacity are required to follow the guidelines for general and own social media interaction set out below.

POLICY

1. GUIDELINES FOR GENERAL SOCIAL MEDIA INTERACTION

Social media provides a fairly instantaneous form of communication, but the messages you send are available online, and accessible in the public domain for a very long time. All [Your Company Name’s] employees using social media in any form for personal or company use should:
· Use discretion. If you are at all unsure about posting a message or suspect it might negatively reflect on yourself as an employee of [Your Company Name] or the company, don’t post it.
· Think before you post. You are personally responsible for the information you post. Use your common sense and avoid sensitive topics, responding in anger, or revealing more than you should.
· Remember that privacy matters. Respect the privacy of [Your Company Name], and other companies and individuals. Don’t disclose confidential information, business IP, or personal secrets. Don’t publish information that is not in the public domain without permission, and don’t discuss internal issues. As a general rule, you shouldn’t discuss competitors, customers, partners or suppliers without their approval.

· Avoid picking fights. Keep calm and avoid escalating heated discussions. Be conciliatory, respectful and stick to the facts. Never post in anger, leave it until you calm down and then come back to it. It’s fine to disagree with people but do so politely.
· Be respectful. Respect other people and avoid racial or ethnic comments, personal insults, profanity or other comments that would not be acceptable in a workplace.

· Be mindful of copyright. Take care not to infringe on any copyright rules when you post – especially for blog posts.

· Protect your personal privacy. Take care not to post your contact information on a public forum where it can be accessed by a range of unintended people. If you want to take a discussion offline, send the person a private message.

· Follow generally accepted social media etiquette. Observe before you post to familiarise yourself with the written and unwritten rules that people on the various social media platforms follow.
2. GUIDELINES FOR EMPLOYEE’S OWN SOCIAL MEDIA INTERACTIONS

The lines between private, personal life and public, professional life are becoming increasingly blurred. To ensure your reputation or that of [Your Company Name] is not compromised, you should:

· Use disclaimers. If you post information about [Your Company Name] or your role at [Your Company Name], include a disclaimer to the effect: “The views expressed are my own and don’t reflect the views of my employer.”

· Be mindful of [Your Company Name’s] reputation. The content of your personal posts should not bring [Your Company Name] into disrepute.

· Be mindful of your reputation. It is not guaranteed that a post will be shared only with the network of friends you intend. It is best not to post personal information ( especially things that could reflect negatively on you ( on social media platforms if you don’t want it out in the public domain.
3. GUIDELINES FOR OFFICIAL [Your Company Name] SOCIAL MEDIA INTERACTION

Employees who use official company social media channels on behalf of [Your Company Name] should aim to:

· Be personable and authentic. Followers want to communicate with real people. Don’t overly compose your posts and don’t be afraid to include your personality. Use posts that encourage a response or feedback. Encourage comments and broaden the conversation.

· Add value. Your social media input will be most effective if you find a way to add value and pass on information that customers, partners, co-workers or followers will find interesting and useful. Posts should be thought provoking, build knowledge or skills, or help people to do their jobs better.
· Avoid a hard sell. Social media is about conversation, interacting with others and generating goodwill. Sales are a spin-off, not a goal. Avoid a hard-sell approach in social media – most people will stop following you if all you talk about is [Your Company Name] and sales.
· Be relevant. Your posts should be relevant to [Your Company Name’s] core business, and what our followers would be interested in. Off-topic posts will seem out of place and can discourage followers.
· Be mindful of who you represent. Be mindful of who you represent when retweeting or sharing links or videos. Sharing information that promotes the company or partners of the company you represent is fine, as is sharing neutral links. However, linking to things that promote the competition generally isn’t.
· Stay topical. Keep your posts topical and up-to-date. Outdated information or yesterday’s news will discourage followers from following or interacting with [Your Company Name].
· Be honest. Any dishonesty will be quickly noticed in a social media environment and can negatively impact on the effectiveness of [Your Company Name’s] social media interactions.
· Identify yourself. Unless you have permission to post officially as [Your Company Name] and are posting as [Your Company Name] itself, identify your name and role at [Your Company Name] when you discuss [Your Company Name] and [Your Company Name] matters.
· Stick to what you know. It’s important to stick to your and [Your Company Name’s] areas of expertise. Any pretence to be an expert in an area we are not is likely to be exposed quickly in a social media environment and can negatively impact on the effectiveness of [Your Company Name’s] social media interactions.
· Be quick to acknowledge your mistakes. If you make a mistake, admit it and correct it. Don’t try to hide your mistake, you can’t. Openly admit the error, correct it and move on.
· Be mindful of [Your Company Name’s] social media objectives when you post. [Your Company Name’s] objectives for using social media are to:
· Strengthen relationships with audience and stakeholders
· Encourage an exchange of ideas in relevant areas
· Increase website traffic

· Promote the [Your Company Name’s] blog and newsletter

· Improve [Your Company Name’s] search engine rankings

· Engage the [insert your target market here] community

· Highlight resources or services available from [Your Company Name]
· Build awareness of [Your Company Name]
· Improve relations with [insert details here]

· Position [Your Company Name] as a [insert details here]

These objectives should guide your posts and the information you share on behalf of [Your Company Name].
4. GUIDELINES FOR THIRD PARTY SOCIAL MEDIA INTERACTION

Where employees use social media on behalf of [Your Company Name] for a [Your Company Name] client, you are required to follow these social media policy guidelines as well as any social media guidelines specific to the client.

SUMMARY

This aim of this SOCIAL MEDIA POLICY is to encourage the correct and effective use of social media to achieve [Your Company Name’s] business objectives. Full co-operation with this SOCIAL MEDIA POLICY is an expected job requirement.

DISCLAIMER

This SOCIAL MEDIA POLICY TEMPLATE is not a substitute for legal advice. If you have any legal questions related to this policy, please discuss these with your lawyer.

ACKNOWLEDGEMENT OF SOCIAL MEDIA POLICY

This forms an official acknowledgement by [Your Company Name] employees that they have read and understood [Your Company Name’s] Information Security Policy and agree to follow the guidelines outlined herein.

PROCEDURE

Complete the following steps:

· Read the SOCIAL MEDIA POLICY.

· Ask questions or request clarification if anything is unclear.

· Sign and date this page in the appropriate spaces below.

· Return this page only to [Insert Company Position Here – e.g., the General Manager].

SIGNATURE

In signing below, I agree to the following:

· I have received and read a copy of [Your Company Name’s] SOCIAL MEDIA POLICY and understand the contents.

· I understand that adhering to the guidelines outlined in [Your Company Name’s] SOCIAL MEDIA POLICY is part of my job requirement as an employee of [Your Company Name], and agree to do so.

· I understand that failure to observe these guidelines could result in disciplinary action by [Your Company Name] depending on the type and severity of the violation, whether it causes any liability or loss to the company, and/or the presence of any repeated violation(s).
SIGNATURE:______________________________________

NAME:___________________________________________

DATE:___________________________________________

Copyright: The Small Business Company Limited. All rights reserved.
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