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[bookmark: _vbqf62l8g5vr]Social Media Policy Template
This Social Media Policy outlines guidelines for employees' responsible use of social media, ensuring that online communications align with the organization’s values, legal requirements, and professional standards. The policy applies to all employees and representatives using social media platforms in a professional or personal capacity that may impact the organization.

[bookmark: _3ngfzgt8qc3o]1. Purpose and Scope
· Establish clear expectations regarding employee conduct on social media.
· Protect the organization’s reputation, confidential information, and brand image.
· Ensure compliance with legal and regulatory requirements.
· Encourage responsible, respectful, and ethical social media usage.
[bookmark: _jiryo9v5ehit]2. General Social Media Guidelines
· Employees should be mindful that their online activity may reflect on the organization.
· Personal opinions should be clearly stated as such and not be presented as company positions.
· Social media usage should not interfere with work responsibilities.
· Be respectful and professional when discussing the organization, its employees, partners, competitors, or stakeholders.
· Do not share confidential, proprietary, or sensitive information about the organization or its clients.
[bookmark: _ak79bkucwc7]3. Official Company Representation on Social Media
· Only authorized personnel may post on behalf of the organization’s official social media accounts.
· Employees managing official accounts must adhere to brand guidelines and approved messaging.
· Any media inquiries received through social media should be referred to the appropriate communication or PR team.
[bookmark: _ywuc8m0wsi]4. Personal Use of Social Media
· Employees are encouraged to use discretion when posting content that could be associated with the organization.
· Avoid posting or engaging in discussions that may be considered defamatory, discriminatory, or harassing.
· Use privacy settings appropriately but understand that nothing shared online is ever truly private.
· Do not use company logos, trademarks, or other intellectual property without prior approval.
[bookmark: _a4qoapeca8io]5. Prohibited Conduct
· Posting false, misleading, or deceptive information about the organization.
· Sharing confidential or proprietary company information.
· Engaging in hate speech, discrimination, or harassment.
· Using social media to criticize or disparage colleagues, clients, or business partners.
· Violating company policies related to privacy, data security, or employment conduct.
[bookmark: _ty2vqgvdw4hy]6. Compliance with Legal and Regulatory Requirements
· Employees must comply with all applicable laws, including data protection, copyright, and defamation laws.
· Employees must avoid discussing or disclosing financial, legal, or regulatory matters without authorization.
· Be aware of industry-specific regulations that may impact social media communications.
[bookmark: _uuokbs958mjg]7. Monitoring and Enforcement
· The organization reserves the right to monitor publicly available social media content related to its brand and employees.
· Violations of this policy may result in disciplinary action, up to and including termination.
· Employees are encouraged to report concerns about social media misuse to HR or management.
[bookmark: _u4coo67d9px4]8. Policy Updates and Acknowledgment
· This policy is subject to periodic review and updates.
· Employees will be notified of any changes and are required to acknowledge understanding and compliance.
By adhering to this Social Media Policy, employees contribute to a professional and positive online presence that protects the organization’s reputation and fosters a respectful workplace. If in doubt, employees should seek guidance from management before posting content related to the company or its stakeholders. Violation of this policy may lead to disciplinary actions up to termination.




Prairie HR Solutions, LLC | Social Media Policy Template					1
image1.png
FPrarrie HK
So/m‘lom",
o LLC

“
\(
.





