SOCIAL MEDIA—ACCEPTABLE USE

Below are guidelines for social media use.

Employees may not post financial, confidential, sensitive or proprietary information about the
company, clients, employees or applicants.

Employees may not post obscenities, slurs or personal attacks that can damage the reputation of
the company, clients, employees or applicants.

When posting on social media sites, employees must use the following disclaimer when discussing
job-related matters, “The opinions expressed on this site are my own and do not necessarily
represent the views of XXX "

XXX may monitor content out on the Internet. Policy violations may result in discipline up to
and including termination of employment.



