Policy Title: Social Networking Websites
Policy
The company recognizes that employees may use social networking websites or similar media including, but no limited to, blogs (hereinafter referred to as “personal websites”) during non-working hours.

The use of the company internet to access personal websites is prohibited. Exceptions may be made when the company sponsors a website for business reasons or otherwise approves a legitimate business use.

Employees who use personal websites are expected to refrain from presenting themselves as representatives of the company or from portraying the company in a negative manner. Employees are expected to show a duty of loyalty to the company.

Employees are expected to use good judgment and discretion in when using personal websites.

Procedures
Employees are expected to respect the privacy of other employees and refrain from posting photos, opinions, or other information which may portray other employees, the company, or others in business relationships with the company in a negative manner.

Personal websites which indicate the individual’s place of employment should include disclaimers that the opinions provided do not represent the views of the company.

The publication of confidential information is prohibited. If employees are uncertain whether information is confidential, they should consult their supervisor or other responsible person.

Employees are reminded that information posted on personal websites can be viewed by members of the public, by others in the company, by customers or clients of the company, or by competitors of the company. Employees are expected to be respectful and avoid disparaging remarks or images about any of these individuals or companies.

Employees are expected to comply with copyright laws and avoid plagiarism. Company logos and trademarks may not be used without prior written consent.

These restrictions apply not only to employees’ personal websites, but to postings on other websites, including the personal websites of non-employees.

Additional Information
Failure to adhere to the established company policies and procedures will result in disciplinary action, up to and including termination.

