[Company] Social Media Policy
Template from postfox.ai. It's a starting point, not legal advice: have it reviewed for your company before you use it. Replace every word in [brackets].
Effective date: [date]. Owner: [name or role]. Applies to: everyone who works at [Company], including contractors and interns, on any social network. Most of us post on LinkedIn, so the examples are about LinkedIn.
1. Why we have this policy
We like it when people post about their work. It helps customers and future colleagues see who we are. This policy explains how to do it well: when to say you work here, what stays confidential, how AI drafts and approvals work, and what we will never ask of you.
2. Posting is your choice
· Nobody has to post, share, comment on or like anything about [Company]. Not posting has no effect on your reviews, pay or promotion.
· Your accounts are yours. We will never ask for your password or for access to your personal accounts.
· You can stop posting about work at any time, and delete anything you posted.
3. Speak for yourself
· On your own profile, you speak for yourself, not for [Company]. Only [role], or people they name, speak on behalf of [Company].
· If a journalist asks you to speak for [Company], send them to [role].
4. Say you work here when you post about our products
· When a post mentions or recommends [Company]'s products or services, say in the post itself that you work here, for example "I work for [Company]" or "#[Company]_Employee". A plain "#employee" isn't clear enough.
· Put it where people will see it: near the start of the post, not only in a comment, not lost among hashtags, and not only in your profile or job title.
· This also applies when you repost a [Company] post that promotes a product: add a few words such as "my company's new product".
· If [Company] gives you anything extra for posting, such as a gift or a bonus, say that too.
5. Be accurate
· When you post about our products, customers or competitors, only say what you know to be true: no numbers, results, features, prices or dates you can't back up.
· Don't recommend a product you haven't used, or say something about it you don't believe.
· If you get something wrong, correct it or delete it.
6. Posts drafted with AI tools
· You may use AI tools to draft posts, including tools [Company] provides, such as [tool].
· You are the author. Read every draft, change what doesn't sound like you, and remove anything that isn't true. A draft that invents a result, a quote or a customer story becomes your claim once you post it.
· Only paste [Company] information into AI tools [Company] has approved: [list]. Never paste customer data or confidential information into other tools.
7. Who approves what
· You approve your own posts. Nothing goes out on your account without your OK, and [Company] never posts on your behalf.
· Drafts and ideas from [Company] are suggestions. Edit them, rewrite them or say no.
· Ask [role] before you post about a customer by name, an unreleased product or feature, or financial results that aren't public.
· Posts on the [Company] LinkedIn Page are approved by [role].
8. Keep confidential information confidential
· Don't share unannounced products or plans, customer names or details without the customer's permission, financial results that aren't public, security details or passwords, or documents marked confidential.
· When in doubt about business information, ask [role] first.
· This section doesn't cover pay, benefits or working conditions. You are free to talk about those (see section 11).
9. Respect people
· Don't post harassment, threats or discrimination about colleagues, customers, partners or anyone else.
· Ask before you post a photo of a colleague or a customer.
10. Credit others' work
· Credit the people and sources you quote or share. Don't post photos, videos or text you don't have the right to use, or a customer's logo without their permission.
11. What this policy does not limit
· Nothing in this policy limits your right to talk about your wages, hours, benefits or other working conditions, with colleagues or with anyone else, on social media or elsewhere.
· Nothing in this policy limits your right to report concerns to a government agency, or any other right you have under the law.
· In the US, Section 7 of the National Labor Relations Act protects employees who act together about their working conditions, including on social media. We won't read or apply this policy in a way that restricts that.
12. How we support this
· We remind everyone of this policy [every quarter], and we're glad to help with any post.
· Because we encourage people to post, [role] reads posts that mention our products and will ask you to fix a missing disclosure or an inaccurate claim. We don't review your other posts.
· If a post leads to a problem, such as a mistake or a heated thread, tell [role] right away. We'll help, not blame.
13. Questions and updates
Questions go to [role]. We review this policy every [12 months] and tell everyone what changed.
