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Social Media Policy 
 

With the rise of new media and next generation communication tools, the way in which 
USTA Middle States (USTA MS) employees can communicate internally and externally 
continues to evolve. While this creates new opportunities for communication and 
collaboration, it also creates new responsibilities for employees. Our Social Media Policy, 
which will continue to evolve as new technologies and social networking tools become 
available, applies to employees who use the following whether at the office or at home.  All 
of these activities are referred to as "Social Media Postings" in this Policy: 

 
● Social networking websites and applications such as Facebook, Yahoo! Groups, 

Twitter, Instagram, LinkedIn, Snapchat and YouTube  
● Blogs and websites 
● Wikis such as Wikipedia and any other site where text can be posted 

 
As a short primer, a blog (short for "web log") is an on-line journal where the writer posts his/her 
opinions on the Internet.  In general, USTA MS considers personal websites and blogs to be a 
personal endeavor and employees may use them to express their thoughts or promote their ideas 
provided that these do not conflict with USTA MS policies or business.  References to USTA 
MS include the entire USTA organization including Middle States districts and other sections.  

Employees may maintain personal websites or blogs outside of work hours and using their own 
facilities.  However, each employee is responsible for ensuring that blogging activity does not 
interfere with his/her work and does not otherwise violate any policy or obligation to USTA 
MS.  Among other things, the content of blogs maintained by employees should not be offensive, 
obscene, defamatory, threatening, infringe on intellectual property rights, invade the privacy of 
anyone, contain illegal content, or be illegal or injurious to another person. The following 
guidelines will apply: 

a) An employee may not speak on behalf of USTA MS on his/her social media 
posting; 

b) An employee may not post confidential or proprietary USTA MS information on 
a social media posting; 

c) An employee may not post the names of USTA MS customers, clients, 
co-workers, vendors, or partners on a social media posting nor should an 
employee post pictures of company property or co-workers on the Internet 
without express permission; 

d) An employee may not use USTA MS logos or trademarks on social media 
postings or reproduce USTA MS materials without obtaining written permission 
from the Director of Human Resources;  
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e) An employee must keep in mind that if he/she posts information on a social media 
posting that is in violation of USTA MS policy and/or federal, state or local law, a 
disclaimer will not shield him/her from disciplinary action; 

f) If you choose to identify yourself as a USTA MS employee on a social media 
posting, please understand that some readers may view you as a spokesperson for 
the USTA MS. Because of this possibility, we ask that you state that the views 
expressed on your social media posting are your own and not those of the USTA 
MS Section nor any person or organization affiliated or doing business with 
USTA MS; and 

g) All USTA MS policies that regulate off-duty conduct also apply to social media 
postings including, but not limited to, policies related to harassment, code of 
conduct, non-competition, and protecting confidential and/or proprietary 
information.  

 
In addition to the above mentioned websites and applications, this policy applies to all public 
communications outside the company including blogs, websites, broadcast e-mails, instant 
messaging, text messages, chat rooms, statements to the media, etc.  Accordingly, the use of the 
term "web log” or “blog" in this policy does not restrict its application only to that activity.  
Rather, it includes all public communications. Violation of this policy may lead to disciplinary 
action up to and including termination of employment. 
 
Authorized Social Media Postings 
The goal of using authorized social media postings is to become a part of the industry 
conversation and promote web-based sharing of ideas and exchange of information. Authorized 
social media postings are used to convey information about USTA MS products and services, 
promote and raise awareness of the USTA MS’s brand, search for potential new markets, 
communicate with employees and customers to brainstorm, issue or respond to breaking news or 
negative publicity, and discuss corporate, business-unit and department specific activities and 
events. 
 
When using social media, USTA MS must ensure that these communications maintain our brand 
identity, integrity and reputation while minimizing actual or potential legal risks, whether used 
inside or outside the workplace. 
 
Rules and Guidelines 
The following rules and guidelines apply to social media postings when authorized by  USTA 
MS and done on company time. The rules and guidelines apply to all USTA MS-related social 
media postings including employer subsidiaries or affiliates. 
 

● Only authorized employees may prepare and modify content for USTA MS’s official 
social media postings. If uncertain with any information, material or conversation, 
discuss the content with your department director; 

● Any copyrighted information where written reprint information has not been obtained in 
advance cannot be posted on any USTA MS social media posting; 

● Authorized social media accounts may be established by different business units and 
departments within the USTA MS.  To best insure the USTA MS maintains a high-level 
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of best practices across all of its authorized social media postings, prior to establishing 
authorized accounts, departments must alert the Executive Director, and the department 
of Marketing & Communications.  

● Departments are responsible for ensuring all blogging information complies with the 
USTA MS’s written rules and guidelines for social media posting. Department Directors 
are authorized to remove any content that does not meet the rules and guidelines of the 
social media policy or may be illegal or offensive. Removal of such information will be 
done without permission of the blogger or advance warning;  

● To help facilitate the proper and most effective use of social media tools, departments are 
responsible for ensuring that all social media postings comply with best practices 
including but not limited to: 

o Ownership guidelines 
o Use of logos, colors, trademarks, etc. 
o Types of messages to send and items to post; these messages are public; use 

common sense 
o Frequency of messages/posts 

● USTA MS expects all social media contributors to abide by all rules and guidelines of the 
company’s Social Media Policy. USTA MS reserves the right to remove, without 
advance notice or permission, all guest bloggers’ content considered to be inaccurate or 
offensive. USTA MS also reserves the right to take legal action against guests who 
engage in prohibited or unlawful conduct;  

● If contacted by the media or press about your social media posting that relates to USTA 
MS business, employees are required to speak with the Executive Director and/or the 
Director of Marketing & Communications before responding; and  

● USTA MS reserves the right to remove any posted comment on a USTA MS social 
media site(s) that is not appropriate for the topic discussed or which uses inappropriate 
language.  

 
 


