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Corporation XYZ is an organisation that actively embraces social media. 

As a rule of thumb: Be real and use your best judgement – we trust you!

· All staff and contractors are allowed and encouraged to use Twitter, Facebook, Linked In, YouTube accounts, both at work and away from work.

· All staff are encouraged to blog and comment on other people’s blogs.

· While we encourage the use of social media, it shouldn’t affect your productivity.

· If you use your own ‘personal’ persona for twitter (eg. @yourname) then of course you are free to keep that if you decide to leave. Same goes for personal blogs & LinkedIn contacts.

· If you use a ‘XYZ Corporation’ persona (eg. @XYZ_Support) it’s expected that you hand that account over if you decide to leave. Same goes for ‘XYZ Corporation’ groups on LinkedIn or Facebook. 
· Please provide usernames and passwords of ‘XYZ Corporation’ personas and agree not to change them without notification.
· If you make a ‘mistake’ please own up to it immediately, apologise and be genuine.

· When commenting as an individual, please use the 1st Person (eg. I, me, mine).

· If we make official announcements they will be from @XYZ_Corporation.

· Please think before you tweet, blog or post a comment – remember what you say lives online forever!
· Do not use false or fake personas.
· Do not pretend to be impartial individuals in order to promote the company, its products or services.
· Never reveal any confidential or proprietary information.
· Never make disparaging or offensive comments.
· If you discover any negative comment made about XYZ Corporation or its staff please discuss the post with the appropriate person as soon as possible. Use your best judgement and alert the Marketing Manager.
· Prohibited communications include any postings that may be considered discriminatory or harassing, spam or junk type postings and anything of a pornographic nature.
· Breach of this policy may result in dismissal if inappropriate comments are made regarding your employment via personal or XYZ Corporation personas and regardless of the time of day it occurs.
These guidelines will be regularly reviewed to ensure continued effectiveness and improvement.
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