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Social media & RESPONDING TO MEDIA POLICY 
 

PURPOSE 
The purpose of this policy is to provide employees of COLLAR with information and guidelines regarding 
the use of Social Media at work. 
 

TERMS OF USE 
With the rapid growth and application of social media, COLLAR has established these terms of use. These 
terms ensure that everyone who uses social media either as part of their job, or in a personal capacity, 
has guidance regarding the Comp 
 
any’s expectations where the social media engagement is about COLLAR and or our clients, their 
products and services, their people, their competitors and/or other business related individuals or 
organisations. 
 
 

Social media tools include however are not limited to;  
 

+ networking sites such as but not limited to LinkedIn, Facebook 
+ video and photo sharing websites such as but not limited to YouTube, Facebook micro-blogging 

sites and blogs e.g. Twitter, Instagram 
+ forums and discussion boards such as but not limited to Whirlpool, Yahoo, Google Groups 
+ any other web sites that allow individual users or companies to use simple publishing tools 

 
OU R AI M I S T O P ROT ECT T HE I NTE RE ST S OF E MPLOYE ES,  TH E COMP ANY AND OUR 
CLIE NTS . I N B RIE F,  WE ASK TH AT WHE N E NGAGI NG I N S OCI AL MEDI A ALL 
EMPL OYE ES SH OUL D : 
 

+ be clear about who they are representing 
+ take responsibility for ensuring that any references to the Company are factually correct and 

accurate and do not breach confidentiality requirements 
+ show respect for the individuals and communities with which they interact 

 
 

This policy applies when: 
 

+ be clear about who they are representing 
+ take responsibility for ensuring that any references to the Company are factually correct and 

accurate and do not breach confidentiality requirements 
+ show respect for the individuals and communities with which they interact 
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WH E N USI NG S OCI AL  ME DI A SI TE S FOR COMP ANY B USI NE S S, AL L EMPL OYE ES 
MU ST:  
 

+ ensure that any content they publish is factually accurate and complies with relevant company 
policies, particularly those relating to privacy and confidentiality 

+ only offer advice, support or comment on topics that fall within their area of responsibility 
+ ensure they do not post material that is obscene, defamatory, threatening, harassing, 

discriminatory or hateful to another person or entity, including any company in the group, its 
employees, its contractors, its partners, its competitors and/or other business related individuals 
or organisations 

+ ensure they do not disclose other people’s personal information in social media venues, and 
comply with the Privacy Policy 

+ be respectful of all individuals and groups and respect copyright, privacy, financial disclosure 
and other applicable laws 

 
 

WH E N USI NG S OCI AL  ME DI A SI TE S FOR PE RS ONAL U SE AND CH OOS E T O MAK E 
RE FE RE NCE T O THE COMP ANY, I TS PE OPL E ,  PRODU CTS , SE RVI CES OR ANY 
OT HE R COMPANY MATT ER, ALL E MPL OY EE S MUS T:  

 
 

+ identify themselves as an employee of the Company if they refer to the Company, its people, 
products and services, its competitors and/or other business related individuals or organisations 

+ ensure they do not imply in any way that they are authorised to speak on the Company’s behalf 
+ ensure they do not knowingly use the identity of another Company employee or an employee of 

a business partner or client 
+ be mindful during their social media engagements of the importance of not damaging the 

Company’s reputation, commercial interests and/or bringing us into disrepute 
+ disclose only publicly available information – they must not comment on or disclose confidential 

Company information or that of our clients 
+ be personally responsible for the content of their posts online 
+ use a disclaimer to ensure that their stated views and opinions are understood to be their own 

and not those of the Company when they reference themselves as a Company employee when 
expressing a view or comment on any Company issue 

 
An example of a disclaimer is: “the views expressed in this post are mine only and do not necessarily 
reflect the views of the Company.” 
 
 

Responding to Media Policy  
 
Except to the extent necessary to comply with any government policy relating to the public disclosure of 
confidential information, COLLAR employees will not disclose any confidential information nor any 
information relating to the work performed for COLLAR to the media unless the management gives its 
written approval. This includes: 
 

+ Information marked as confidential. 
+ Information which by its nature is confidential. 
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+ Any information relating to the work performed for COLLAR. 
 
 

SCE NARI O 1:  
 
You receive a phone call from a journalist and he’s asking about a contractor who suffered a severe 
injury whilst working on a high profile development in the CBD. 
What should you tell him? 
 
Regardless of the questions asked, you should always say “No comment” as any information, even if it 
seems obvious or trivial may prove harmful to the company. 
You can ask for the journalist’s details including name, number and details of the company they work for 
and pass it on to The CEO or Operations Manager who may decide to contact the journalist at a later 
time. 

 
SCE NARI O 2:  
 
The doorbell rings and when you open the door you see a media crew filming live footage for news, 
Current Affairs or similar TV programme – what should you do? 
 
First of all, don’t panic. 
In case of any media showing up at the door you are required to keep them out of the office or ask them 
to wait in the boardroom (if it’s available) to prevent any disruptions to your colleagues and ask for CEO 
or Operations Manager to handle the situation. 
 
Do not answer any questions they may ask, as any information, even if it seems obvious or trivial may 
prove harmful to the company.  
 
 

For management 
 
Questions you should ask the journalist, whether they plan to write a whole story about the company, or 
want only a quote. 
 

+ When would they like to do the interview? This is very important to ask as even if the deadline is 
tight you should try to get as much time to prepare as possible. 

+ Who will be conducting the interview? 
+ What publication is it for and which section of the paper/radio/television program/website will it 

feature in? 
+ What’s the topic or reason behind the story, and the ‘bigger picture’? 
+ When is the deadline for the story and when is it scheduled to go to print/air? 
+ What reasons do they have for selecting you or one of your employees as a source? What are 

they hoping you can add? 
+ Do they have any specific needs? 
+ Will they be taking photographs? If so, what are the logistics for a camera crew? 
+ Who else will they be interviewing or using as a source? 
+ If it’s an interview for radio or television, will it be live or pre-recorded? 
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Breach of Policy 
 
Should any employee not comply with this policy, they may face disciplinary action which may include 
termination of their employment. COLLAR may also recover from them any costs incurred as a result of a 
breach of this policy either during or post their employment. 
 
 

Approval  
 

Ephram Stephenson 
 

1st Jun 2022 

Approved by Signature Date  

 
 


