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                Email and Social Media Policies

Social Media Policy 

Independent Professional Management, Inc. (IPM) is committed to maintaining 
a strategic and competitive advantage in our industry.  With this goal in mind, 
we recognize that social media use is a beneficial tool in helping us achieve this 
purpose. IPM also maintains a commitment to protecting its reputation, values and 
policies. As employee’s we ask that you take ownership of the privilege and 
responsibilities inherent in social media use.  Accordingly, IPM is setting forth this 
Social Media Policy to provide clear rules for you when you use social media sites. 

Social Media Use While Working is a Privilege 
Accessing and using social media sites (such as Facebook, Twitter, LinkedIn, Google+, 
MySpace, YouTube, emails, texting, blogs, wikis, message boards, personal websites, 
chat rooms, group discussions, and others) while working is a privilege, not a right or 
entitlement.  Social Media involves any form of “communication” or socializing using 
servers or Internet/Intranet websites.  You must use social media sites responsibly, with 
constant consideration of IPM’s values and policies.   At any time, if IPM determines that 
your usage undermines Company policies, you will lose this privilege and not be allowed 
to access social media sites while working. 

Social Media Use Must Not Interfere With the Optimum Performance of Your 
Job 
You are permitted to access social media sites while at work as long as the use does not 
interfere with the optimum performance of your job. IPM depends on its employee’s 
productivity and the use of social media at the cost of this productivity undermines the 
Company’s business objectives.  Please make a conscious effort to manage your time on 
social media. If your social media use begins to interfere with the optimum performance 
of your job, this undermines IPM’s profitability.   

IPM Will Monitor Your Use 
IPM expects that its resources are used for business purposes.  We have the right (and 
exercise that right) to monitor your electronic usage.  This includes our right to monitor 
your use of social media sites when you use any electronic equipment, servers or services 
provided to you by us, even when you are using our servers to access your personal 
accounts and sites.  We have a business interest in insuring that our equipment, services 
and employees are cost effective and are used for business purposes.  We will monitor 
usage to ensure these purposes are upheld. 
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You Should Not Expect Privacy and You Should Be Transparent 
Do not expect any privacy of your use, transmissions or received postings or blog 
postings. What is posted on the Internet is permanent and can be shared without your 
permission.  If you operate or administer a company blog or company social media site, 
we will ask you to provide us with the passwords in the event that we need to access or 
change posted information on IPM social media pages or profiles.  We consider these 
sites and their followings to be company property.   

For your personal sites, we encourage you to set your “privacy” settings on “high” and 
discourage you from connecting with coworkers and supervisors.  Although this is your 
personal site, you should still use discretion with all postings on the Internet. “Privacy” 
on the Internet can be a misleading concept as the postings often surface for various 
reasons, regardless of your efforts to keep them from public consumption. Though we 
appreciate your making the effort to keep your professional and personal life separate, if 
something you post pertains to the workplace and comes to us as a complaint about you, 
it will be investigated.  This company’s position is that there is no reasonable expectation 
of privacy on the Internet. No employee has the authority to personally contravene this 
provision and create an impression for employees that gives them an expectation of 
privacy. 

Also, even when you are “talking” on social media sites as an individual, people may 
perceive you to be talking on behalf of IPM.  If you blog or discuss topics related to our 
business, be upfront and explain that you work for IPM.  This will help you and the 
Company stay within the Fair Trade Commission’s transparency requirements.  If you are 
not an official company spokesperson, you can avoid creating a misconception about it 
by adding a disclaimer to the effect: “The opinions, perceptions, beliefs and positions 
expressed here are my own and are not necessarily aligned with those of IPM, its partners 
or employees.”  If you are not sure whether you are an official company spokesperson, 
than you are not one. 

You May Not Use Social Media Sites to Harass, Discriminate, Violently Threaten 
or Maliciously Defame 
Our Company has a commitment to provide its employees with a workplace that is safe 
and free of discrimination and harassment.  You may not use social media sites to post or 
talk about IPM employees, clients, customers, vendors, suppliers or any other third 
parties in a way that is harassing, sexually harassing or discriminatory, or that threatens 
safety.   As an example, you should not post on your Facebook Wall a comment which is 
vulgar, obscene, threatening, intimidating or hostile, especially if it relates to his or her 
race, religion, sex, nationality, disability, or other protected class, status or characteristic. 
This applies to behavior on social media sites that you access or use outside of work or 
after working hours as well. If we are made aware of threats or harassment in this 
regard through our company complaint process, we will investigate it. You may also be 
held personally liable for the content of your own blogs or Internet postings with regard 
to any harassment or defamation claims whatsoever.   
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The intention of this provision is not to interfere with your right under the National Labor 
Relations Act to discuss the terms and conditions of your employment on social media. 
You have a right to discuss wages, working conditions and act in concert with other 
employees, but making comments that are knowingly false or maliciously untrue is not 
allowed.  Of course, if you are having a workplace conflict with a coworker or 
supervisor, our hope is that you will use our internal grievance procedures or seek 
counsel from IPM management before you will air it on the Internet for others to see. 
 
IPM Expects Your Use of Good Judgment 
You should show respect for IPM’s reputation and brand when using social media sites.  
Please remember, that unlike casual conversations, blogs and postings can be copied, re-
disseminated by others and have life spans beyond intended.  Maintain our company’s 
high ethical standards and professional codes of conduct while using social media. We 
hope that you will pause and think twice before you respond to negative comments or 
inaccurate postings from others.  If you are questioning how to respond to a negative 
posting, please seek a second opinion from Management for guidance.  Again, none of 
this means that you are being discouraged from organizing activity or from discussing the 
terms and conditions of employment, even on social media sites.  Nevertheless, a sharp, 
public attack upon the quality of the company’s products and its business policies, in a 
manner reasonably calculated to harm the company’s reputation and reduce its income is 
not allowed. 
 
Also, IPM has an interest in protecting the company brand and avoiding customer 
confusion, therefore, we expect that you will not use the IPM or IPMAS logo, trademarks 
or proprietary information unless you are an official company spokesperson.  Again, this 
provision is intended to protect our marketing, branding, public relations, customer 
experience and advertising efforts, but not to prohibit employees from using the company 
name or logo while engaging in protected concerted activity pursuant to the National 
Labor Relations Act.   
 
You Should Not Discuss or Disclose Confidential or Trade Secret Information 
Our industry is highly competitive. Therefore, we must safeguard our secret information 
and confidential information from being made public through social media. For example, 
we are concerned with protecting our good reputation associated with our trademark from 
the possibility of being tarnished by inferior merchandise sold by others using our 
trademark.  We are also interested in being able to enter a related field while using our 
well-established trademark.  Therefore, you must not post or disclose any of IPM’s 
confidential, secret, copyrighted, patent, private employee health information, private 
customer information or intellectual property. Postings or uploading photographs, videos, 
or pictures, taking pictures of our facilities, people or products without permission may 
also inadvertently reveal this proprietary or private information on social media sites.  
Please know, however, that if you inadvertently disclose information that you are 
concerned may disclose confidential or proprietary information, please tell Management, 
so that we can minimize the damage done.  You may also be held personally liable for the 
content of your own blogs or Internet postings with regard to improper disclosures.  
Finally, this provision does not mean you cannot use our logo in connection with a social 
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media protest involving the terms and conditions of employment. Although with all 
personnel matters, we hope that you will be discrete and also give us the opportunity to 
correct any (mis)conceptions that you may have before you post inaccurate or misleading 
information on the Internet. 
 
You May Be Subject to Discipline or Termination for Violations of This Policy 
As with all of our policies, we hope that if you are confused, conflicted or experiencing a 
conflict in the workplace, that you will seek counsel from Management before posting 
your frustration on the Internet.  Nevertheless, if you intentionally violate this Social 
Media Policy or you unintentionally, but repeatedly do so, you may be subject to 
disciplinary action, up to and including termination.  If you believe that another’s use of 
social media violates this company’s policies, please inform Management so that IPM 
can investigate this matter.   
 
You Have A Right To Discuss Wages, Conditions of Employment, Bargain 
Collectively, to Organize, Join or Form a Union 
The intention of this Social Media Policy is to be drafted narrowly to provide you with 
rules about social media use in this workplace. Although some of the rules also apply to 
your personal social media use, we have no intention of interfering with your rights under 
the National Labor Relations Act. None of the examples or prohibitions mentioned in the 
provisions above should be interpreted as limiting any of your rights to discuss wages, 
conditions of employment, bargain collectively, organize, join or form a union, even on 
social media sites. Of course, we hope that you will give us an opportunity to address any 
grievance, conflict or concern internally.  Although not every concern will have the result 
an employee envisions, we take all of our employees’ concerns seriously and we are 
committed to providing you with a productive work environment. We are committed to 
achieving this goal on the Internet and off the Internet. 
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IPM E-mail Policy 
 
 
Independent Professional Management, Inc. (IPM) provides employees with electronic 
communication tools, including an e-mail system. This email policy, which governs 
employee use of the company's e-mail system, applies to e-mail use at IPM's 
headquarters and district offices, as well as remote locations, including, but not limited 
to, employee homes, airports, hotels, and client and supplier offices. The company's e-
mail rules and policies apply to full-time employees, part-time employees, independent 
contractors, interns, consultants, suppliers, clients, and other third parties. Any 
employee who violates IPM's e-mail rules and policies is subject to disciplinary action, 
up to and including termination. 
 
E-mail Exists for Business Purposes 
IPM allows e-mail access primarily for business purposes. Employees may use the 
company's e-mail system for personal use only in accordance with this policy. Employees 
are prohibited from using personal e-mail software (e.g., Yahoo!, Hotmail, or AOL.) for 
business communications.  
 
Authorized Personal E-mail Use 
Employees may use e-mail to communicate with spouses, children, domestic partners, 
and other family members or friends. Employees are prohibited from using e-mail to 
operate a business, conduct an external job search, solicit money or support for personal 
gain, campaign for political causes or candidates, or promote or solicit funds for a 
religious or other personal cause. 
 
Employee’s Use of Personal Email mentioning IPM and/or Employee’s Title or 
Position with IPM 
No employee shall use personal email in violation of this policy when they have utilized 
IPM and/or his/her title in any part of the email. 
 
Employees Have No Reasonable Expectation of Privacy 
E-mail messages created and transmitted on IPM computers are the property of the 
company. IPM reserves the right to monitor all e-mail transmitted via the company's 
computer system. Employees have no reasonable expectation of privacy when it comes to 
business and personal use of IPM's e-mail system. 
 
E-mail Monitoring Activities 
The company reserves the right to monitor, inspect, copy, review, and store any and all 
employee e-mail use at any time and without prior notice. In addition, IPM may monitor, 
inspect, copy, review, and store any files, information, software, and other content 
created, sent, received, downloaded, uploaded, accessed, or stored through the company's 
e-mail system. IPM reserves the right to disclose e-mail information and images to 
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regulators, courts, law enforcement agencies, and other third parties without the 
employee's consent. 
 
 
Offensive Content and Harassing or Discriminatory Activities Are Banned 
Employees are prohibited from using e-mail to engage in activities or transmit content 
that is harassing, discriminatory, menacing, threatening, obscene, defamatory, or in any 
way objectionable or offensive. Objectionable and offensive shall be solely determined 
by a committee consisting of IPM’s CEO, COO, and CFO. 
 
Employees Are Prohibited From Using E-mail to: 
1. Send, receive, solicit, print, copy, or reply to text, images, or jokes that disparage 
others based on their race, religion, color, gender, sex, sexual orientation, national origin, 
veteran status, disability, ancestry, or age. 
2. Send, receive, solicit, print, copy, or reply to messages that are disparaging or 
defamatory. 
3. Spread gossip, rumors, or innuendos about employees, clients, suppliers, or other 
outside 
parties. 
4. Send, receive, solicit, print, copy, or reply to sexually oriented messages or images. 
5. Send, receive, solicit, print, copy, or reply to messages or images that contain foul, 
obscene, 
disrespectful, or adult-oriented language. 
6. Send, receive, solicit, print, copy, or reply to messages or images that are intended to 
alarm 
others, embarrass IPM, negatively impact employee productivity, or harm employee 
morale. 
7. Send, receive, solicit, print, copy, or reply to messages of a partisan political nature. 
 
 
Confidential, Proprietary, and Personal Information Must Be Protected 
Unless authorized to do so, employees are prohibited from using e-mail to transmit 
confidential information to outside parties. Employees may not access, send, receive, 
solicit, print, copy, or reply to confidential or proprietary information about IPM, its 
employees, clients, suppliers, and other business associates. Confidential information 
includes, but is not limited to, client lists, credit card numbers, Social Security numbers, 
employee performance reviews, salary details, trade secrets, passwords, and information 
that could embarrass IPM and its employees if the information were disclosed to the 
public. 
 
Business Record Retention 
E-mail messages are written business records and are subject to IPM's rules and policies 
for retaining and deleting business records.  
 
Violations 
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These guidelines are intended to provide IPM’s employees with general examples of 
acceptable and unacceptable uses of the company's e-mail system. A violation of this 
policy may result in disciplinary action up to and including termination. 
 
 
Acknowledgement 
If you have questions about the above policies and procedures, address them to the COO/ 
General Counsel before signing the following agreement. 
 
 
I have read IPM's Social Media and E-mail Policies and agree to abide by them. I 
understand that a violation of any of the above policies and procedures may result in 
disciplinary action, up to and including my termination 
 
 
 
__________________________________________ 
Employee 
 
 
__________________________________________ 
Date 
 
 
 
  
 
 
 


