
Company Social Media Access Policy
This document outlines the structure and key topics of the Company's Social Media Access Policy.

1. Purpose
State the intention and objectives of the policy regarding social media use and access within the organization.

2. Scope
Define who is covered by the policy (e.g., employees, contractors) and which social media platforms and accounts it
applies to.

3. Roles & Responsibilities
1. Employees: Specify expectations for personal and professional social media use.
2. Management: Outline oversight responsibilities for policy enforcement.
3. IT/Admin Staff: Explain the administration of social media accounts and data access.

4. Access Guidelines
Process for requesting access to official social media accounts.
Approval and authorization protocols.
Use of login credentials, two-factor authentication, and password management.

5. Acceptable Use
Permitted activities and posting standards.
Separation of personal and company accounts.
Handling confidential information and intellectual property.

6. Security Measures
Guidelines to safeguard account integrity.
Reporting and responding to security incidents or breaches.

7. Policy Violations & Disciplinary Action
Describe types of violations and discipline procedures, up to and including termination.

8. Review & Updates
Outline the frequency of policy review and the process for making updates.

9. Acknowledgement
Record-keeping process for employee acknowledgment and compliance.
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