FIVE TIPS RE SOCIAL MEDIA USAGE POLICIES
Here are 5 things you should seriously consider including in your workplace social media policy:

1. A definition of social media. You need to make sure your employees are aware of exactly
what you mean when you say "social media". For example, do you mean just sites like Facebook
and Twitter, or are you also referring to blogs and other multi-media? To cover yourself, you
should also make it clear that the policy is not just limited to the sites and types of media that you
list.

2. A description of social media behaviour that is not acceptable. Your policy should
remind all staff that they should not say or do anything on social media that:

e has the potential to bring your venue into disrepute;
gives away or discusses your business' confidential information;

e could be viewed as derogatory towards, or disparaging of, colleagues, customers, or
clients; or

e undermines their effectiveness or productivity at work (eg. through excessive use).

3. A description of the kind of social media behaviour that is acceptable. Make it clear to
your employees in the policy when and for how long it is acceptable to use social media sites at
work (eg., during breaks).

4. A reminder of the dangers of social media. You should remind your employees in the
policy about what they risk when they post something on social media. Remind them that anything
posted on social media can be seen by many and is not easy to erase.

5. The consequences of breaching the policy. You need to make employees aware of what
could happen if they breach the terms of the policy and set out exactly how they will be disciplined
if they do.

Remember, you also need to make sure your policy is available to all your employees AND train

and remind them about it regularly to ensure it is effective.

If you have any questions following reading these tips please ring the THA”S IR/HR Manager , Ben
Walker on 6224 7033 to discuss them.



