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	Social Media - Policy
Owner/ Department: Marketing 



	Brief
	This policy covers all employees [and also others including consultants, contractors, and casual and agency staff]. Breach of this policy may result in disciplinary action up to and including dismissal. Any misuse of social media should be reported to [Marketing Department & QRM]. Questions regarding the content or application of this policy should be directed to [Marketing Department & QRM] as per incident reporting policy 

	Purpose
	This policy covers all forms of social media, including Facebook, LinkedIn, Twitter, Google+ Wikipedia, other social networking sites, and other internet postings, including blogs. It applies to the use of social media for both business and personal purposes, during working hours and in your own time to the extent that it may affect the business of the Company. 
Whilst we recognize the benefits which may be gained from appropriate use of social media, it is also important to be aware that it poses significant risks to our business. These risks include disclosure of confidential information and intellectual property, damage to our reputation and the risk of legal claims. To minimize these risks this policy sets out the rules applying to the use of social media.

	Persons Affected
	All departments in KSA / IBU

	Guidelines:
	Responsible use of social media 
You must not use social media in a way that might breach any of our policies, any express or implied contractual obligations, legislation, or regulatory requirements. 
In your use of social media, you must not: 
· Make disparaging or defamatory statements about SMSA, our employees, clients, customers, or suppliers; 
· Harass, bully or unlawfully discriminate in any way; 
· Use data obtained in the course of your employment with SMSA in any way; 
· Breach copyright belonging to SMSA; 
· Disclose any intellectual property, confidential or commercially sensitive information relating to our business; make statements which cause, or may cause, harm to our reputation or otherwise be prejudicial to our interests (Documents, Photos etc.)
No employee / Agent in position to open account in the company name or any of its services. 
The community management will be handled by the country itself whereas posting and everything else will be handled by SMSA Marketing Department, HQ.

	General
	Any exception to this policy must be approved by the Managing Director.
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