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Strathcona Hotel

Policies & Procedures

Policy:
Confidentiality-Personal Use-Media
Effective Date:
January 7, 2012
Policy:
This policy is written to address the fast changes in how we communicate outside of our workplace, but most importantly while at work. Guidelines for functioning in an electronic world are the same as the values, ethics and confidentiality policies employees are to live every day, whether you’re Twittering, talking with customers or chatting over a neighbor’s fence.
Most conversations on social media platforms are held in an informal manner, however; professional discourse is expected and we remind you to represent yourself and the Strathcona in a positive and respectful light at all times. Always respect the company’s confidentiality and proprietary information.
Guidelines to follow in regards to media and social media:
· Only authorized managers may place advertisement on-line, in news papers and on radio- TV.

· Unless for business purposes we ask that you limit your time working on your personal social media during work hours.

· Never disclose any internal information specific only for employees at the Strathcona.
· Never disclose any non-public financial or operational information.

· Do not share personal information regarding other employees or customers.

· Never share legal information, anything to do with a legal issue or a legal case.

· Unless authorized by a manager do not promote other brands with our brand.
· You may not use the Strathcona’s information system in any way that may be seen as insulting, disruptive, offensive by other persons, or harmful to morale. 

Remember the internet is not anonymous, nor does it forget, everything written on the web can be traced.

Violation of this policy will result in progressive discipline.

