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CHECKLIST FOR CREATING AN EFFECTIVE
SOCIAL MEDIA POLICY

Employers’ social media and internet policies are a top enforcement priority for the NLRB.
Below is a checklist that employers can use to create an effective social media policy. Please
continue to visit the Employment LawScene™ for more policy pointers and practical

guidance.

 Evaluate your business’ needs and goals.

e Take a stance on social media use—will you encourage, permit, or simply tolerate it?

e Understand and be familiar with the latest federal and state laws and NLRB rulings and
guidance.

» Create a Social Media Policy that addresses your business needs and goals.

 Define “Social Media.”

* Include key provisions:

o

Notify employees that they should have no expectation of privacy when using
Company-issued equipment, systems, or networks.

Notify employees that the Company reserves the right to monitor data transmitted
through Company-issued equipment, systems, or networks.

Remind employees that the Company’s computer systems, networks, and
equipment are Company property.

Remind employees to include a disclaimer when writing personal blogs or posts
stating that he or she is a Company employee and that any views and opinions
expressed are the employee’s and do not represent official statements or views of
the Company.

Remind employees of prohibitions against disclosing confidential or proprietary
Company information.

Notify employees of prohibition against using social media to harass co-workers.
Encourage employees to report violations to the Company’s social media policy to
management.

» Provide specific examples of prohibited conduct.

 Avoid overly broad statements, especially concerning disparagement of the Company,
respectful workplace, and confidentiality.

* Include a clause stating that the employer’s policies are not intended to and should not
be interpreted to interfere with or infringe upon employees’ rights to engage in
protected concerted activity.

* Notify employees of the Company’s stance regarding social media use during working
hours and while using Company resources.

« Clearly identify the consequences for violating the policy.
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» Review other existing personnel policies to determine whether they apply to
employees’ use of social media.

e Implement your Social Media Policy by distributing the policy to all employees and
obtaining acknowledgment of receipt.

e Enforce and apply your policy consistently (be aware that monitoring employee use of
social media sites and other off-duty conduct may be prohibited under federal or state
law, terms and conditions of social media sites themselves, and collective bargaining
agreements).

» Train employees on the appropriate uses of social media.

» Review your policy annually and update according to changes in the law.



