
 

 

 
Social Media Policy 
1. Introduction 
[ Describe the policy and why it exists – sometimes known as “purpose”] 

This policy sets out the requirements that apply to the use of Social Media that is connected or related to The 
Administration Agency (TAA). 

 
 

2. Application of the policy 
[ Who does the policy apply to] 

2.1 Who does the policy apply to? 
 

This policy applies to all TAA contractors and/or employees.  
 

2.2 When does the policy apply? 
 

This policy applies to any social media related posts connected to TAA whether working inside or outside of contract 
timefreames. 
 
3. What is Social Media? 
[ Definitions] 

Social Media includes: 
 

• social networking platforms that enable users to build online accounts/profiles and share content with other 
account/profile-holders to which they choose to be linked (e.g. Facebook, Twitter, Instagram, Snapchat, Google+ 
and LinkedIn); 

• internal and external content sharing sites and forums that host and/or disseminate user-created or user- 
uploaded content (e.g. YouTube, Flickr, Dropbox, Vimeo, wikis and blogs); 

• Web-based personal email accounts (e.g. Hotmail, Gmail, Yahoo), Web portals and other cloud computing 
services and applications; and 

• any other web applications as developed from time to time, 

• (together referred to as Social Media). 
 

4. Acceptable use of Social Media 
[ Implementation/ policy principles] 
4.1 Work-related use 

 
TAA encourages contractors/employees to:  

• Share 
• Comment 
• Like 
• Engage on any social media activity from TAA on a variety of platforms 

 
TAA allows contractors/employees to post any award recognition to be used on contractors/employees own business 
profiles, attributing their contribution to TAA team and celebrating being part of the awards. 
 
Contractors/employees must not: 

• Take full credit for the award or the achievements 
• Use for sole promotion purposes without attributing TAA 
• Disclose any privacy details or client details  

 
Clients and TAA’s privacy is to be honoured and respected at all times.  

 
 

5. Consequences for breach 
[ Compliance] 
 
If a person to whom this policy applies is found to have breached this policy or otherwise engaged in misconduct in using 
Social Media, employment or contracting of services will be terminated.  

 



 

 
6. General Guidelines To Consider 
[Guidelines] 
 
The following guidelines form part of this policy and should be considered when posting on social media: 

 
• be thoughtful about how you present yourself in Social Media – often the lines between the public and private, 

work and personal spheres are blurred in the use of Social Media; 

• consider who you have as “friends” and ensure you use appropriate privacy settings; 

• ensure that you are always speaking in your personal capacity.  

• your posts may have work implications; post carefully and considerately 

• be careful about the information you provide, particularly your personal details and business information. 
Some information may indirectly disclose work information (e.g. travel plans); 

• remember that what you publish will be public for a long time and may be accessed by anyone. Once information 
is published online it may become part of a permanent electronic record, even if you ‘delete’ it; 

• recognise that some work subjects are sensitive and should never be discussed 

• consider whether any use of Social Media presents how you wish to be presented in a work context even if not 
intended for that audience (e.g. photos or comments). Exercise sound judgement and common sense; and 

• avoid arguments or direct discussions with others who are derogatory towards TAA 
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