A social-media policy empowers an agency’s employees and mitigate risks. The specific social media policy should be included in the employee handbook and the employees should sign off on having read it. The policies should also be incorporated into orientation and other agency training, so it is clear what is and is not appropriate for the direct staff as well as the administrative staff. Since social media changes, repeating it annually would allow for renewed commitment and understanding.
SOCIAL MEDIA POLICY FOR (insert agency name) EMPLOYEES
These guidelines apply to all (insert agency name) employees who participate in any form of personal or professional social media or social networking.  
Definition of Social Media and Social Networking

Social media/networking means any online forum for two-way communication.

Some Examples, and there are many more in each category:

Professional Networking Sites:  LinkedIn, Plaxo, Xing, Naymz and Ziggs
Personal Social Networking Sites: Twitter, Facebook, MySpace, LiveJournal
Corporate Sites: FastCompany, Crunchbase and Businessweek 
Review Sites: Yelp, TripAdvisor, and even Google Places 
Q&A Sites: LinkedIn Answers, OnStartups Answers, Business Answers and Facebook Questions,
Media Sites: Flickr, YouTube and Vimeo 
Bookmarking Sites: StumbleUpon, Delicious, and Mixx
Industry Blogs: Huffington Post

Industry-specific social sites: BizSugar, PartnerUp, CoFoundr, Startup Nation
Ownershop of Work Product

Work product created on any (insert agency name) social media sites is owned by (insert agency name).
Information Sharing

Proprietary and confidential information should never be shared in any social media exchange or entry. Proprietary and confidential information is considered any (insert agency name) information that is not in the public domain to include customer details, company financial data, employee information, internal office communication. 
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 and prior written approval from (insert agency name). Even if an individual is not identified by name within the information used or disclosed, 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. 

Employees are responsible for acting in a manner that is consistent with (insert agency name) 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 (insert agency name)
 (insert agency name) intellectual property, logos, trademarks, and copyrights may not be used in any manner without the express written permission from (insert agency name).  

If an employee is engaging on external social media platforms that are personal and not agency affiliated, employees are never to 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.

Any participation in public blogs or discussion activities as a representative of (insert agency name) requires the same behavior as in any other public forum or medium. Discretion should be exercised, as well as thoughtfulness and respect for colleagues, business associates and fans. All posted content is subject to review in accordance with, (insert agency name) employee policies and editorial guidelines.

If you have any questions regarding this policy and its application, please contact either your manager or (insert appropriate contact info).
The nature of social media/networking is instantaneous and once something is published it cannot be taken back. Any usage related to work and (insert agency name) must be thoughtful and carefully considered ahead of time. There are many instances when information is potentially damaging and never should be shared on these sites: no offensive comments, libelous statements, illegal activity, etc. 

Penalties

Violation of these policies may may result in disciplinary action up to and including termination.  

Monitoring

Define who is in charge of monitoring the agency social media impact

Participation

Define who is responsible for agency entries and what they are to cover. 
Direct care staff, caregiver, nurse supervisor, home health aide, manager, operations staff or other employee, etc.
