SOCIAL MEDIA GUIDELINES FOR (insert agency name) EMPLOYEES
These guidelines apply to all (insert agency name) employees who participate in any form of personal or professional social networking.  
With Regard to Clients: 

These guidelines are intended to ensure compliance with legal and regulatory restrictions and privacy and confidentiality agreements. Employees may not use or disclose any client/patient identifiable information of any kind on any social media without the express written permission of the client/patient. Even if an individual is not identified by name within the information you wish to use or disclose, if there is a reasonable basis to believe that the person could still be identified from that information, then its use or disclosure could constitute a violation of the Health Insurance Portability and Accountability Act (HIPAA) and (insert agency name) policy. 
With Regard to Agency:

(insert agency name) values are that care and respect for employees and each other will always be at the heart of our operations.  Employees are responsible for acting in a manner that is consistent with our agency values.  To that end, employees are expected to be courteous, respectful, and thoughtful about how other employees may be affected by postings.  Incomplete, inaccurate, inappropriate, threatening, harassing or poorly worded postings may be harmful to other employees, damage employee relationships, undermine (insert agency name) effort to encourage teamwork, violate policy or harm the Agency, which may result in disciplinary action up to and including termination.  

Employees are obligated to be aware of and comply with any applicable provisions set forth in (insert agency name) Employee Handbook.  Employees may not disclose confidential or proprietary company information or similar information of third parties who have shared such information with (insert agency name).  (insert agency name) intellectual property, logos, trademarks, and copyrights may not be used in any manner.  

If an employee is engaging on external social media platforms personally, they should not use the company’s name in their identity (e.g. username, “handle” or screen name), nor should they speak as a representative of the company.

With Regard to Personal:

If you are a (insert agency name) caregiver, nurse supervisor, home health aide, manager, operations staff or other employee, you are reminded that when you participate in public blogs or discussion activities, you are representing (insert agency name) just as you would in any other public forum or medium, and you should exercise discretion, thoughtfulness and respect for your colleagues, business associates and our fans. All posted content is subject to review in accordance with, (insert agency name) employee policies and editorial guidelines.

 (insert agency name) understands that employees may maintain or contribute to personal blogs, message boards, conversation pages and other forms of social media (such as Facebook and Twitter) outside of their job function and may periodically post information about their job or (insert agency name) activities on these outlets.  If an employee posts (insert agency name) or job-related information, they are required to exercise good judgment, abide by policy, and take the following into consideration:  
For purposes of this policy, a “personal blog” or “social media” includes personal websites and all forms of on-line community activities such as on-line social networks, message boards, conversation pages, and chat rooms.  If you have any questions regarding this policy and its application, please contact either your manager or (insert appropriate contact info).
�Optional content. To be used if agency wants to restrict use of name outside designated users.





