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Personal Social Media Us{

[Users may use Social Meq
[for example, during breaks
this Social Media Policy 3
responsibilities or productivi

5 occasionally during work hours
e complies with the provisions of
bs not interfere with their work

OR

[Users may not use Socia
hours on computers, mobile
the Company [or on comp
belonging to themselves, w

rposes at any time during work
nications equipment provided by
bther communications equipment
etwork or otherwise].]

Business Social Media Us

ed to use Social Media on behalf
Social Media on behalf of the
ert position>> and in accordance
nd/or position(s)>>.

4.1 Certain Users may f
of the Company.
Company with the a
with instructions issu
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ust comply with the provisions of
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response to posts
instructions issued t¢
User to respond wit
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Company should rqg
approval, without fi
unless they are fully
to respond.

mpany may from time to time be
ia Social Media, for example, in
the Company. Unless the
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e User may not respond to any
oval of <<insert name(s) and/or
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nications, with or without prior
nt individual and/or department
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4.4 [Before using Soci
training in order to d
already received suif
employer or other or{
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d to demonstrate that they have
the Company or from a previous

Acceptable Use of Social
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the views of the Co
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that they are posting on Social
and that all views expressed on
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Company.
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Social Media websites for work-
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5.5

Unacceptable and Prohibi

ers should be aware that their
should they cease to work for or
ial Media account(s) in question

related or personal
Company email add
with the Company a
being inaccessible].

Users should alway
should always be m
may be known to a
Media may reflect o
whether a User is u
purposes, whether d

5 when using Social Media and
ir association with the Company
b conduct of all Users on Social
bositive or negative. This applies
siness purposes or for personal
therwise.

If a User is unsure
Media activity with
<<insert name(s) an(

5s of a post or any other Social
edia Policy, they should consult
continuing.

6.1 Users must not usg me or otherwise disparage the
Company or any of i s, agents, or other affiliated third
parties and organisa

6.2 Users must ensure hl Media does not damage the
Company, its intereg bther directly or indirectly, in any
way.

6.3 As under paragraph instructed to do so, Users must
not represent thems 5 the Company or as posting on
behalf of the Compa

6.4 Users may not sharg hlly sensitive or other proprietary
business informatio pany or any of its employees,
contractors, agents, rties and organisations on Social
Media unless speci S0 by <<insert name(s) and/or
position(s)>>.

6.5 Users may not use belonging to the Company on
Social Media (inclug trade marks and logos) unless
specifically authorise me(s) and/or position(s)>>.

6.6 [Users may not add e course of their duties to their
personal Social Med authorisation of <<insert name(s)
and/or position(s)>>]

Monitoring

7.1 The Company ma unications and internet usage
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(including, but not li

7.1.1 To ensure tha
standards of |

the following reasons:

guidelines are followed, and that

7.1.2 To provide e d communications;

7.1.3 To help comy
devices, net
and to mainta

e Company’s computers, mobile
ications equipment and systems
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Recruitment
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recruitment process. In thq
with its equal opportunities g

Misuse and Compliance
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that a User has been viewing or
including, but not limited to that
tual property rights);

7.1.4 If the Compa
sending offe
which breach

7.1.5 If the compa
an unreaso
(including, b
receiving an

7.1.6 In order to k
terms of the
other commu

that a User has been spending
viewing non-work-related sites
al Media) and/or sending and
personal communications; and

pquirements of the Company in
. mobile devices, networks and
systems.

nd email traffic data send and
on systems is logged, including
pf visits. Any personal use of the
dia, will therefore be logged also,
ce with this Social Media Policy
sh to avoid the possibility of the
eligious beliefs or affiliations that
oid visiting websites that might
hny’s computers, mobile devices,
nt and systems, Users are taken
d communications being logged
ompany shall ensure that any
omplies fully with all applicable
btection Act 1998, the Regulation
an Rights Act 1998.

prmally restrict itself to looking at
, it is considered necessary, the
5 should be aware that sensitive
it be sent by email because it

Users should be a
received using the
websites visited, timg
internet, including b
irrespective of whet
and other Company
Company becoming
they would prefer tg
reveal such informat
networks and other
to consent to their |
and monitored by
monitoring under th
laws including, but n
of Investigatory Pows{

When monitoring e
the address and em
Company may open
and confidential co
cannot be guarantee

out due diligence as part of its
ompany will act in accordance
htions.

Any User found to b
line with the usual dif

hl Media Policy will be treated in

The viewing, transm
whether through So
using the Compa
communications equ
the possibility of su

9.2.1 Material whic
or any other ¢

pading or accessing in any way,
of any of the following material
devices, networks or other
amount to gross misconduct with

racist, homophobic, paedophilic,
e obscene or offensive material;

9.2.2 lllegal or cri
or any other i

aterial which breaches copyright
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This policy has been approved & a

Name:
Position:
Date:

Signature:
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9.2.3 Any material
the recipient;

9.2.4 Material whig
restricted or
authorised to

9.2.5 Any website
blocked acce

effect of causing harassment to

ought to know, is confidential,
brmation and which they are not

wise) which the Company has

Any questions regd
<<insert name and/o|

Policy should be referred to
tact details>>.

If any User becomesg
on the Company o
should contact <<ing

Social Media that reflects poorly
disparages the Company, they
>>  <<insert contact details>>.

ources Manager>>



