Social Media Acceptable Use Policy

Effective Date: [Date]

1. Purpose

The purpose of this policy is to provide guidelines for acceptable use of social media by employees,
contractors, and representatives of [Organization Name]. Social media includes all forms of online public
communications such as Facebook, Twitter, LinkedIn, Instagram, blogs, forums, and other platforms.

2. Scope

This policy applies to all [Organization Name] staff, contractors, and representatives who use social media on
behalf of or in relation to the organization, whether accessed from work or personal devices.

3. Policy Guidelines
1. Professionalism: Always conduct yourself in a professional, respectful, and lawful manner when posting
about the organization.

2. Confidentiality: Do not share confidential, sensitive, or proprietary information related to [Organization
Name], its clients, or projects.

3. Representation: Only authorized individuals may speak or post on behalf of [Organization Name].
Personal opinions should be clearly identified as such.

Respect: Avoid posting content that is offensive, discriminatory, harassing, or otherwise inappropriate.
Intellectual Property: Respect copyrights, trademarks, and intellectual property rights of others.

Accuracy: Ensure information posted is accurate and not misleading.
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Compliance: Follow all applicable laws and regulations, including data privacy laws.

4. Unacceptable Use

e Sharing confidential or proprietary information.

¢ Posting defamatory, discriminatory, or harassing content.

¢ |mpersonating the organization or its representatives without authorization.
e Engaging inillegal activity via social media platforms.

¢ Using social media during work hours in ways that negatively affect productivity.

5. Enforcement

Violation of this policy may result in disciplinary action up to and including termination of employment or
contract. The organization reserves the right to remove inappropriate content and restrict access as
necessary.

6. Policy Review

This policy will be reviewed periodically and updated as needed to ensure relevance and compliance.



Contact: For questions regarding this policy, contact [Policy Administrator/HR Contact Information].
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