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1. INTRODUCTION

1.1 The reputation of the Company is vital to the Company’s business success. In an age where information about a Company flows instantaneously and globally, it is critical that our social media and external communications with stakeholders are managed in a coordinated way and that our messages are not only consistent but aligned with the policies and needs of the Company. 
1.2 Our key audiences are closely inter-linked, with the media acting as a conduit to all of them. In the interests of the reputation of the Company and Client confidence, it is important that the information we issue externally is accurate, consistent and timely.
1.3 Giscoe (PTY) LTD believes and respects the right of employees’ freedom of expression, online and elsewhere. At the same time, we expect our employees, when commenting on matters related to Giscoe’s business, to exercise that freedom in a manner consistent with our company values.

2. AIM OF THIS POLICY

The aim of the policy is to:

2.1 provide direction to employees who wish to participate in social media and networking activities

2.2 ensure the quality, consistency and professionalism of all the Company’s communications with the media. 
2.3 ensure that communications in all forms (e.g. print, electronic) with local, national and international media are presented in a coordinated, disciplined and consistent way to enhance the Company profile and reputation. 

2.4 establish the requirements for all external communications from the Company to external stakeholders, agencies and individuals. 
2.5 facilitate open and transparent communication with all stakeholders and disseminate information in a fair, timely and cost-efficient manner.
2.6 To ensure that Giscoe (PTY) LTD employees are aware of the potential impact, both positive and negative, that may result from the significant availability, interactions, and idea exchange in social media activities.

3. SCOPE OF THIS POLICY

This policy applies to all persons who have an employment or contract relationship with the Company with specific emphasis on persons who is: 

3.1 creating, posting or commenting on, or uploading to any online community sites, including blogs, forums, chat rooms, websites, and GeoNet, as well as any non-Giscoe (PTY) LTD external site, such as media sites, chat rooms, bulletin boards, newsgroups, discussion groups, non-Giscoe (PTY) LTD e-mail groups, personal websites, video-sharing sites, picture-sharing sites, dating sites, and social media platforms (e.g., LinkedIn, Instagram, Facebook, Twitter, YouTube), whether or not such sites are set to private. 

3.2 authorised to act as spokespersons for the Company on specific matters.

3.3 in a position to provide expert or informed comments on specific subjects or issues; or are responsible for issuing media releases for specific Company events or activities.

3.4 speak on behalf of Giscoe (PTY) LTD online, in public or on any social media platform.

4. Social Media Code of Conduct 

Authorized social media activities must abide by the guidelines outlined in this policy. The following code of conduct will help you successfully promote Giscoe (PTY) LTDon both Esri-branded and personal social media accounts: 

4.1 if you have a business need for a new Giscoe-named social account or Giscoe-branded social media channel, you must first obtain permission from the Management team. Your efforts to endorse Giscoe (PTY) LTD are appreciated; however, since this team is responsible for Giscoe overall social media strategy, it is critical that they are aware of all Giscoe’s-named accounts. The team can also help you start the channel and provide best practices and approved guidelines to help you be successful. 

4.2 all Giscoe-branded social media accounts should only be used to publish content related to Giscoe, or content that serves to endorse Giscoe as a brand. Any non-Giscoe (PTY) LTD related content should be avoided, including custom banners, political statements, personal beliefs, etc. If you have any additional questions or require clarification on these points, please contact the marketing team. 

4.3 all the social media accounts are under supervision and will occasionally to be utilized for corporate endorsement in discretion.

4.4 do not share your social media login credentials with anyone outside of the marketing team. If you need to provide access to additional people, or will have someone posting content on your behalf, please contact the marketing team to create new accounts. Remember that as an account owner, you are responsible for any content posted to your accounts. If you are forced to share your credentials, it is mandatory that you must create new passwords once the non-account holders leave Giscoe (PTY) LTD or the extended access is no longer needed. Once you have updated your password, please share the password with the manageent team for their records and so that they can provide uninterrupted services to your accounts. 

4.5 Giscoe (PTY) LTD staff are not authorized to livestream any content without the permission from the management team. This includes:

· Any events, webinars, presentations, sessions or workshops 

· Content posted to Facebook Stories, Facebook Messages, Twitter, Periscope, Instagram Stories, Snapchat, YouTube, Twitch or any other social channels with livestreaming capabilities. 

4.6 All videos or photos of individuals other than Giscoe employees require documented permission from all parties/people being recorded or photographed. 

4.7 Protect confidential and proprietary information. 

4.8 Never cite or reference Giscoe (PTY) LTD employees, clients, partners, or suppliers without their written permission. 

4.9 Use good judgment and be professional at all times. This is an opportunity to create an informed, professional presence with our audience. Remember to respect the opinions and points of view of others. 

4.10 Respect copyright, fair-use, and financial disclosure laws. Identify yourself when you blog about Giscoe (PTY) LTD or Giscoe-related matters - include your name and when appropriate, your role at Giscoe. Always write in the first or third person. You must make it clear that you are speaking for yourself and not on behalf of Giscoe (PTY) LTD. You must also avoid terms such as “we think,” “everyone here,” or “you hear in the hallways”

4.11 You may refer to Giscoe (PTY) LTD as your employer in your personal profile; however, you should not include your company e-mail address. With the exception of Giscoe’s corporate blogs, this form of online discourse consists largely of individual interactions, not corporate communications.

4.12 Giscoe (PTY) LTD employees are personally responsible for their posts. What you publish on social media is public and can persist, even if deleted. Protect your privacy and dignity and the dignity of others. 

4.13 If you publish a blog or post to a blog and it has something to do with the work you do or subjects associated with Giscoe (PTY) LTD use a disclaimer such as “The postings on this site are my own and don’t necessarily represent Giscoe’s position, strategies, or opinions.” 

4.14 Respect your audience. Please refrain from using ethnic slurs, personal insults, obscenity, graphic images, etc. and show proper consideration for others’ privacy and for topics that may be considered objectionable or inflammatory such as politics and religion. Don’t pick fights. 

4.15 Be honest and accurate. Be the first to correct your own mistakes, and don’t alter previous posts without indicating you have done so. 

4.16 Try to add value. Provide worthwhile information and perspective. As an Giscoe (PTY) LTD employee, it is your responsibility to speak accurately about Esri Inc and Giscoe (PTY) LTD and its products and services, and your work. 

4.17 Don’t talk about competitors’ competing products or licensing models (e.g., ArcView is better than the product from competitor A or open source vs. commercial). 

4.18 Don't speak on behalf of Giscoe (PTY) LTD unless you are authorized to do so. Direct any news media inquiries to the Marketing team. 

4.19 Recognize that your comments may unintentionally cause an enormous amount of work for your colleagues. Reasonably temper your comments accordingly to ease this potential problem. 

4.20 Individuals in management roles have a special responsibility to avoid having their personal viewpoint be misconstrued as Giscoe (PTY) LTD or Esri Inc policy. 

4.21 If you notice any suspicious activity on your account or on any Giscoe-branded account or community, or are contacted (@mentioned, tagged, direct message, etc.) by a person who is engaging you in a questionable or adversarial discussion, immediately notify the Marketing team. Do not engage with anyone who is using adversarial language or who is behaving inappropriately. Report any offensive, abusive or questionable behavior or content to the social media team as soon as you see it. 

5. COMMUNICATIONS PROCEDURES

5.1 Senior management is ultimately responsible for ensuring compliance with this policy. All employees involved in any external communications are responsible for complying with this policy. Violations of this policy could be considered gross misconduct and are subject to disciplinary actions that may include dismissal from the Company.


5.2 The Company will release to the appropriate stakeholders, information that is accurate, timely, consistent with the organisational Policy and Procedures.

5.3 The Company will ensure that it maintains a political impartial stance which is seen to be fair and equitable in all its external communications.
5.4 All Company generated news releases must be approved by the Managing Director (or designate) before being released to the media. 
5.5 All official Company communication will be branded with Corporate Identity to be easily identifiable. Any official documentation will always provide stakeholders with further contact details should they wish to consult with any part of Company. All communication will be respectful and courteous toward the intended audience. 

5.6 As an over-riding principle, no employees in the organization should communicate externally about the Company’s prospects, performance and policies, or disclose unpublished price sensitive information, without appropriate authority. Specifically, they should not make sales or profits forecasts, nor predict product and regulatory approvals or launch dates or communicate information which is not already in the public domain (unless they have prior approval from the Managing Director). 
6. INDEMNITY
Whether or not an Giscoe (PTY) LTD employee chooses to create or participate in social media activities, an online forum, or other form of online publishing or discussion to engage, communicate, and create Giscoe (PTY) LTD brand awareness with customers and potential job applicants is his or her own decision. Giscoe will not assume any liability for an employee’s blogging or posting online. The following list is illustrative of the types of relevant laws implicated by blogging, but is not intended to be comprehensive: privacy, libel, defamation, harassment, copyright, data theft, and disclosure of confidential or trade secret information.

7. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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