
Staff Digital Communication Policy Blueprint

1. PURPOSE

This blueprint outlines the standards and expectations for staff digital communications within the organization to
ensure professionalism, security, and compliance.

2. SCOPE

This policy applies to all staff members using organizational digital communication channels and platforms, including
but not limited to email, instant messaging, social media, and collaborative tools.

3. ACCEPTABLE USE

Communicate professionally and respectfully at all times.
Use organizational accounts and platforms for work-related purposes only.
Protect confidential and sensitive information in all communications.
Adhere to copyright and intellectual property laws.

4. PROHIBITED ACTIVITIES

Sharing or transmitting offensive, discriminatory, or inappropriate content.
Unauthorized distribution of confidential information.
Engagement in personal business or political activities using organizational channels.
Use of unapproved digital communication tools for work purposes.

5. SECURITY & PRIVACY

Follow organizational guidelines for password management and data protection.
Be vigilant of phishing and suspicious digital activity.
Report suspected data breaches or incidents immediately.

6. SOCIAL MEDIA CONDUCT

Do not represent or speak on behalf of the organization unless authorized.
Clearly differentiate personal views from organizational positions.
Comply with the organization's social media guidelines.

7. MONITORING & ENFORCEMENT

Digital communications may be monitored to ensure policy compliance.
Violations may result in disciplinary action according to organizational procedures.

Effective Date: [Insert Date]
Review Cycle: Annually or as required.
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