Policy on the Use of Social Media
This policy applies to all individuals working for the Company whether as an employer, agency workers, director or consultant.  It applies to social media such Facebook, Twitter, Bebo, blogs and other such networking sites. 

The aim of the policy is not to prevent individuals accessing these sites but to do so at an appropriate time and in an appropriate manner.   It applies whether or not the individual is using their own or Company equipment to access such sites.

This policy does not have contractual status.  However employees need to be aware that breach of this policy may result in disciplinary action being taken, up to and including dismissal for gross misconduct.  

This policy should be read together with [INSERT OTHER RELEVANT POLICIES E. G DISCIPLINARY PROCEDURE, ELECTRONIC COMMUNICATIONS POLICY, BULLYING AND HARASSMENT PROCEDURE]
Responsibility
All individuals are responsible for complying with this policy.  All employees will be advised of the policy as part of the induction process.  Supervisors and managers will be responsible for ensuring adherence to the policy.  Any employee who believes that there has been a misuse of social media should report it to [INSERT NAME E.G. HR OR IT MANAGER].

 Use of Social Media
EITHER [We do not permit access to social media during working hours and/or using any Company IT equipment to make such access] OR [Whilst the Company does permit individuals to access social media using Company IT equipment, the use of social media whether using Company IT equipment or an individual’s own equipment, is only permitted outside of working hours e.g. before or after work or during a lunch break.]

Any individual using social media, even though such access may be outside of working hours and not using Company IT equipment, must ensure that they do not:

· disclose any confidential information of the Company or its suppliers, clients, customers, or other parties which it deals with
· make derogatory or defamatory remarks about any employee, client, customer, supplier or any other person associated with the business

· harass or bully any other staff or breach our Bullying and Harassment policy

· unlawfully discriminate against other staff or third parties

· disclose any personal information about any colleague or any other person associated with the business

· make any statement or do anything that would bring the Company into disrepute or make any statement that could be attributed to the Company

· add business contacts made during the course of their working for the Company to their social media contacts.

Breach of this policy could result in an employee being subjected to disciplinary action, up to and including dismissal for gross misconduct. 

In addition to this individuals should take care to comply and have regard to the following:

· When using social media, individuals must use their own personal email address and never use their work email address.

· Remember that social media communications can be read by many people.  Even where privacy settings are put in place, once an individual posts content, he/she has no way of knowing whether those given access to such pages may show them to others.  

· If an individual makes reference to any other employee of the organisation, he/she must make clear that the posting is his/her own view and does not represent the view of their employer.

· Any individual who discovers material in the social media that disparages or is potentially damaging to the organisation should contact [INSERT NAME E. G HR MANAGER OR IT MANAGER].
[Monitoring [SEE OUR DATA PROTECTION GUIDE ON MONITORING COMMUNICATIONS.]
We reserve the right to monitor, intercept and review all activities carried out using our IT resources and communication systems. This includes the use of social networking sites. This might include the interception, accessing, recording, reviewing, retrieving and printing of messages, communications, postings and log ins using our systems.  No individual should have any expectation of privacy when using the Company IT systems. ]

