Social Media Guidelines: A Template
Our overall goal is simple: to participate online in a respectful, relevant way that protects our reputation and follows the letter and spirit of the law. These guidelines are relevant whenever a [Company] employee uses a personal online identity to discuss company-related issues or when there is a question of personal vs. corporate voice/role. The best way to be interesting, stay out of trouble and have fun is to write what you know.

You are ENCOURAGED! to get involved in social media and to tell the world about your/our work without asking permission first. [Company] supports open dialogue and the exchange of ideas:
	BE…

	· Yourself

· Relevant

· Clear the views you express are your own

· Wary of conflicts of interest

· The first to correct your own mistakes and don’t alter previous posts without any indication 

· Diplomatic when writing about competition

· Responsible and remember to honor the terms of your employment agreement

	PROVIDE…
	RESPECT…

	· Value

· Communication that is transparent, ethical, accurate and truthful

· Citations and links for copyrighted or borrowed material

· A brief disclaimer: “The opinions expressed here are the personal opinions of [your name].”

· Your name and role when you discuss [Company]
· Links to others who are blogging or publishing about a topic and cite them


	· The law

· Your audience and your coworkers

· Your day job

· Copyright, privacy, fair use, financial disclosure, and other applicable laws

· The privacy of colleagues, the confidentiality of certain [Company] items and the opinions of others
· Conversations that are meant to be private (ask first)



	PROTECT…
	REMEMBER…

	· [Company’s] clients, business partners and suppliers

· [Company’s] confidential, proprietary and financial information

· [Company] when it comes to the media

· Yourself (and [Company]) by remembering that you are potentially always representing [Company] online, even when you are not at work
	· You are not anonymous
· Post as if everyone you know reads/hears every word
· If an online participant posts an inaccurate, accusatory or negative comment, do not engage in conversation without prior approval from [your supervisor or specific person’s title]
· Don’t participate in conversation that may be considered a crisis situation, but do bring the situation to management’s attention



Social Media is all about judgment. In general, “[Other company] sucks” is not only risky but unsubtle. Saying “[XYZ] needs to have an easier learning curve for the first-time user” is fine; saying “[XYZ] sucks” is just amateurish.
You acknowledge that [Company] does not pre-screen or regularly review posted content, but it shall have the right to remove, in its sole discretion, any content that it considers to violate the guidelines listed above.
Template by Clear Verve Marketing, LLC – you are free to modify and distribute with attribution. 
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