SOP: Communication Tools and Platform Usage Policy

This SOP defines the communication tools and platform usage policy, encompassing acceptable use of company
communication channels, guidelines for professional and secure messaging, protocols for email, instant messaging, video
conferencing, and social media platforms, data privacy and confidentiality standards, responsibilities of users, monitoring
and compliance measures, and procedures for reporting misuse. The goal is to ensure effective, secure, and responsible
use of all communication tools to support organizational collaboration and information integrity.

1. Purpose

To establish a standardized policy governing the professional, secure, and responsible use of all communication channels
and platforms within [Company Name].

2. Scope

This policy applies to all employees, contractors, and third-party users who access or use company communication tools and
platforms.

3. Definitions

e Communication Tools and Platforms: Includes email, instant messaging, video conferencing, telephony,
collaborative platforms (e.g., Slack, Teams), and official company social media accounts.
¢ Confidential Information: Any non-public information that is proprietary or sensitive in nature.

4. Acceptable Use

e All communication tools must be used only for professional and authorized purposes.

e Personal use of communication platforms shall be limited and comply with company policy.

e Prohibited activities include (but are not limited to) sharing confidential information with unauthorized parties,
transmitting offensive content, or engaging inillegal activities.

5. Guidelines for Professional and Secure Messaging

e Maintain professionalism in tone, language, and content.

e Ensure correct recipient(s) before sending messages.

¢ Encrypt sensitive data shared via email or messaging platforms where applicable.
e Do not open suspicious links or attachments.

6. Platform-Specific Protocols

Platform Protocol
e Use company email for all business communications.
e Use clear, descriptive subject lines.

Email ¢ Include professional signature blocks.
e Check recipient list before sending.

¢ Use designated platforms (e.g., Microsoft Teams, Slack).
¢ Keep messages concise and work-related.

Instant Messagin A i, - .
9ing ¢ Use appropriate channels for sensitive or confidential discussions.

e Use approved platforms (e.g., Zoom, Teams).
¢ Schedule meetings in advance and set agendas.

Video Conferencing ¢ Mute microphones when not speaking; use video appropriately.



¢ Only authorized personnel may post on company accounts.
¢ Do not share confidential information or internal matters.

Social Medi o . .
ociativiedia ¢ Represent the organization professionally at all times.

7. Data Privacy and Confidentiality

e Handle all data in accordance with company data privacy and security policies.
¢ Do not share passwords or authentication credentials.
e Report suspected data breaches immediately to IT or Compliance.

8. User Responsibilities

e Adhere to this SOP and associated IT policies.
e Participate in training as required by the organization.
e Guard against unauthorized access to communication platforms.

9. Monitoring and Compliance

e Company reserves the right to monitor the use of communication tools for compliance and cybersecurity.
¢ Violations may result in disciplinary action up to and including termination.

10. Reporting Misuse

1. Report misuse or suspected policy violations immediately to your manager or HR.
2. Use the company's whistleblower or incident reporting mechanisms, if necessary.

11. Review and Updates

This SOP will be reviewed annually or when significant changes to communication platforms or technologies occur.

12. References

e Company IT Usage Policy
e Data Privacy and Security Policy
¢ HR Employee Handbook

Effective Date: [Insert Date]

Approved By: [Authorized Signatory]
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