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	Media & Public Relations Policy

Owner/ Department: Marketing




	Brief
	Contact with the media is the responsibility of the Managing Director/Chairman and may be through a legal representative/appointed person – this includes Marketing.

	Purpose
	Staff responsibility to Media Relations / Public Relations. (Also see Marketing – PR policy).

	Scope
	This policy applies to all current and potential employees.

	Responsibilities
	QRM will investigate all breaches of this policy. 

QRM will deal with any complaints regarding any media representative seeking information.

	Guidelines
	Employees are prohibited from giving interviews, information and any form of press release to the media unless authorized by the Managing Director.

Any request for information from the media regarding any incidents should be directed to the Managing Director.

Only the CEO or MD is permitted to release information regarding incidents or any other form of communication to the media, unless a legal representative/appointed person is authorized to do so.

A breach of this policy may result in disciplinary action being taken against the employee and may result in dismissal.
Digital Media Tweets, FB. Youtube, Instagram, Snapchat, are some example of Social Media. In Summary it is any electronic form of communication.
Marketing/CSD will be responsible for monitoring Social Media.
SMSA’s brand name/ logo, and services must be protected at all times.
It is important for SMSA to monitor Digital Media. This includes customers as well as the employees and others.
Employees are not allowed to disclose information that are of financial, operational and legal nature as well as any information that pertains to clients and customers.
Photograph or videos of operational facility is not allowed and care should be taken of photographs/videos of any clients.
SMSA Will not be responsible for any post by the employee and disclaims itself from any legal obligations relevant to the post. The employee must write a disclaimer of these facts that it is free from intellectual investment in the post.

SMSA reserves the right to use any employees post for any purpose it sees fit including marketing and legal rights.
Any Social Media content which has racial, ethic, sexual, religious, political, and physical disability slurs will not be tolerated by SMSA and any employee found sending such media will be displayed including termination, the golden rule is to be professional at all times and verify the contents before posting.
Employees who are insure of what to post or want advice then they can contact Marketing or QRM for advice.
SMSA reserve the right to edit or amend any misleading or inaccurate contents depicted in blog post. The Company also reserves the right to delete any post violating the policy.

Employees must not use SMSA name to assume identity to make sure that the content were from the company.
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