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definition: social media policy
 

a social media policy is a corporate code of conduct that 
provides guidelines for employees who post content on the 
Internet either as part of their job or as a private person.
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1 overview
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There's so much to consider when 
representing your brand on social 
media, including what guidelines you’ll 
need (if any) to protect yourself

Social media mishaps occur all the time. 
Who hasn't said something on their 
personal blog, Twitter or Facebook that 
they haven't regretted later? But, when 
it comes to a company's reputation, 
what's said on social media platforms 
can be much more damaging. 

So, just because we’re nice guys, we’ve 
put together some tips on how you can 
create a robust social media policy to 
protect your online reputation!
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2 objective
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Make sure that you set out the reasons 
for your need of a social media policy to 
your employees in the first instance. 
They will need to understand the risks 
improper use of social media can pose 
to the business’s confidential and 
proprietary information and how it can 
jeopardise compliance with legal 
obligations. 

To balance this out it’s also important to 
highlight how used correctly and with 

the necessary controls in place, social 
media enables you to engage with your 
user community, communicate timely 
and useful information to your 
customers, build advocates for your 
systems and services and help drive 
sales.
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3 scope

This section will succinctly lay out how 
far reaching the policy is. Does it apply 
to all staff? Does it apply only to 
Facebook and Twitter or to every social 
platform? Does it apply only to business 
accounts or does it also apply to your 
employees personal feeds? 

This is very important area of discussion 
and the general rule of thumb is that the 
policy should cover all of your online 
communications - however this will 
depend on your business!
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4 reporting
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You’ll need to give your team a clear 
brief on how they react if they spot a 
potential issue (for example a negative 
or positive comment on Twitter or 
Facebook) and believe that an official 
company response is needed. If they do 
need to bring it to the attention of the 
social media team then there needs to 
be an assigned team member who 
deals with escalated online 
communications.

It’s important to stress how potential 
issues can often be resolved more 
effectively if they are identified and 
reacted to quickly.
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5 social media use
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This section of your policy should lay 
down the ground rules around social 
media usage in the work place. You’ll 
need to find a balance between allowing 
your employees to be themselves online 
and protecting your business interests 
and their job performance.

For this you’ll need to give examples of 
postings that could be considered in 
breach of these rules. Valuable business 
information, slanderous comments 
about the company or colleagues, travel 

plans and current locations, use of 
company logos, brand names or 
trademarks would all fall within these 
guidelines. 

Your aim is to make sure that all 
employees ensure their profiles and the 
content they post is consistent with the 
professional image they present to 
clients and colleagues.
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6 representing the company
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If employees are asked to speak on 
behalf of the company in an online 
environment then there must be a 
process in place whereby they can 
approach a member of the social media 
team to develop and approve their 
response. 

You will also need to draw employees 
attention to your business’s 
communications policy and remind 
them that this policy applies to all social 

media platforms and online 
communications. 

It’s also worth making a note that 
outside of work, they should not speak 
on behalf of your company and as such 
they should not portray themselves as a 
spokesperson, even in an “unofficial” 
capacity.
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you are what you share

charles leadbeater
author
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7 risks
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You will also need to highlight the 
potential risks - reiterating the fact that 
everything you post online is 
discoverable. Why not try something like 
this?

“Consider everything you post online the 
same as anything you would post to a 
physical bulletin board, including 
informal references to your work in 
conversations with friends on Facebook 
or similar.  Many eyes may fall upon your 
words, including those of reporters, 

consumers, your manager and the 
competition.  

Assume that all of these people will be 
reading every posting, no matter how 
obscure or secure the site to which you 
are posting or the conversation that you 
are having, may seem.  Remember, the 
web remembers.  Search engines and 
other technologies make it virtually 
impossible to take something back.”
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We don’t have a choice on whether we 
do social media, the question is how 

well we do it?

erik qualman
socialnomics 
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8 privacy
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Although many people will find this too 
intrusive it’s important to state that you 
may monitor all use of the Internet, 
email and network whether business or 
private and as a result employees 
should not consider use of the 
company’s computing and telephony 
resources private - then refer them to 
your Acceptable Use Policy for further 
information.

It’s vital that you be transparent if you 
aim to monitor their online actions 
closely - it will lead to fewer problems 
should an issue arise in future.
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9 compliance
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This is the section where you clearly 
state the repercussions should 
employees fail to follow the guidelines 
within the social media policy, up to and 
including termination of employment. 

It’s also important to highlight who is 
responsible for the interpretation/
administration of this policy - should it 
be the social media manager or your 
senior human resources executive.
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We’ve lots more resources, white papers and 
help guides available on our website. So if 
you’ve enjoyed this one, take a look...

take a look

There’s More...
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getsocial
hello@coupmedia.co.uk

 @coupmedia                                          
  coupmedia.com

0845 805 7345
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