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[bookmark: _Toc119403965]2.09 Technology & Social Media Policy
[bookmark: _Toc119404057]Purpose and Scope 
Amwrelle Cleaning & Home Care Services implements the Technology and Social Media Usage Policy and Procedure to ensure all personnel are using all technology and social media aspects appropriately and by Amwrelle Cleaning & Home Care Services’ standards and regulations.
Technology systems will include internet usage, computers, laptops, printers, email, photocopying and fax machines, equipment, and telephone. Social Media accounts and platforms consist of, however, are not limited to, Facebook, Instagram, Snapchat, personal email, YouTube, and unrelated work internet browsing are not limited to Facebook, Instagram, Snapchat, personal email, YouTube, unrelated work internet browsing, etc.
Amwrelle Cleaning & Home Care Services will communicate to all personnel the expectations and guidelines of how to utilise all technology programs and platforms correctly. It is essential that no individual is to use any technology or social media for personal use unless they are authorised to do so.
All electronic devices and programs provided by Amwrelle Cleaning & Home Care Services must not be used for an individual’s social media and browsing.
This extends to all employees and meets relevant laws, regulations, and standards.
[bookmark: _Toc119404058]Definitions
	Technology
	Machinery and equipment developed from the application of scientific knowledge.

	Devices
	A thing made or adapted for a particular purpose, especially a piece of mechanical or electronic equipment.

	Conscientious
	Wishing to do one's work or duty well and thoroughly.

	Social Media
	Websites and applications that enable users to create and share content or to participate in social networking.


[bookmark: _Toc119404059]Policy
The Technology and Social Media Usage Policy is implemented throughout Amwrelle Cleaning & Home Care Services and outlines the importance of using all technology and social media platforms and devices appropriately and by Amwrelle Cleaning & Home Care Services’ 

expected rules and regulations. Amwrelle Cleaning & Home Care Services’ electronic devices must only be used for their intended purpose unless advised and authorised by key personnel.
Amwrelle Cleaning & Home Care Services will provide all required devices and programs to relevant personnel. All individuals granted access to any communication and technology systems are expected and obliged to utilise them responsibly and conscientiously, where confidentiality and respect are provided to Amwrelle Cleaning & Home Care Services.
All technology and social media systems will only be utilised for Amwrelle Cleaning & Home Care Services related purposes and services. All personnel must understand the guidelines set for them by Amwrelle Cleaning & Home Care Services, and all personnel devices and social media accounts are not permitted to be active while on Amwrelle Cleaning & Home Care Services’ premises. This ensures that non-conformant situations do not arise and does not interfere with the quality and excellence of the service delivered to participants.
Amwrelle Cleaning & Home Care Services acknowledges and understands that personnel may possess and wish to utilise their personal social media accounts in their personal life. The Technology and Social Media Usage Policy is implemented by Amwrelle Cleaning & Home Care Services, however, it does not anticipate prevention or limitations for an individual’s use of online endeavours. Nevertheless, personnel are not to express or communicate any information regarding Amwrelle Cleaning & Home Care Services or an individual’s personal feelings or thoughts. Any remarks or statements created by an individual against Amwrelle Cleaning & Home Care Services must result in significant consequences against that person and, depending on the breach of the policy, may result in termination.
[bookmark: _Toc119404060]Worker Responsibilities
· To follow and abide by the standards and regulations of this policy.
· Only use their personal phone and social media accounts outside Amwrelle Cleaning & Home Care Services’ hours.
· To report any inappropriate activity that they may witness.
· To not share any comments or thoughts about Amwrelle Cleaning & Home Care Services on any form of social media.
· Utilise all electronic devices suitably.
[bookmark: _Toc119404061]Management Responsibilities
· To continuously monitor all internet activity.
· To communicate and inform all personnel of this policy to ensure all understand.
· To discuss the consequences if one has failed to adhere to this policy.
· To provide all the necessary devices and equipment to enable individuals to complete all of their duties and tasks.
[bookmark: _Toc119404062]Procedure
The Technology and Social Media Usage Procedure is utilised and implemented throughout Amwrelle Cleaning & Home Care Services. It outlines the standards, rules, and regulations of appropriate technology and communication systems utilisation. All personnel must follow the Technology and Social Media Usage Procedure to ensure no conflict of interest against an individual and Amwrelle Cleaning & Home Care Services. If an individual has ignored the principles of this procedure, Amwrelle Cleaning & Home Care Services is expected to take disciplinary action against the individual. If extreme misuse of all devices and social media accounts within Amwrelle Cleaning & Home Care Services, key personnel may consider termination.
[bookmark: _Toc119404063]Technology Usage
Amwrelle Cleaning & Home Care Services will provide an individual with all devices required to complete their necessary work tasks and duties. Key personnel will organise all essential programs and accessories that may also be mandatory. All personnel using any phone, fax and photocopying devices mustn't be used for personal matters. However, an individual may request to use any of these devices for personal use, but they must be approved and monitored by key personnel. If an individual has been using Amwrelle Cleaning & Home Care Services’ devices unacceptably, then disciplinary action will be made at Amwrelle Cleaning & Home Care Services’ discretion.
[bookmark: _Toc119404064]Computer Usage
Like all electronic devices provided by Amwrelle Cleaning & Home Care Services, it is essential that it is not being misused. Computers are not to be used for any personal use unless it has been approved and monitored by key personnel.
Examples of personal use of computers include, however, is not limited to:
· Personal emails
· Music and YouTube
· Apps
· Games
· Videos
· Internet
· Any forms of irrelevant communication services and apps
All personnel are not permitted to complete any study, research or homework that is irrelevant to Amwrelle Cleaning & Home Care Services. However, an individual may be required to do so if a task is set by key personnel, and all necessary research and study will be in relation to Amwrelle Cleaning & Home Care Services’ required duties.
Workers are not authorised to download or install any software onto Amwrelle Cleaning & Home Care Services’ computers. If the occasion was to arise that software is needed and will improve Amwrelle Cleaning & Home Care Services’ needs, then an individual will be permitted 

to download the software; however, written consent must be submitted by authorised personnel. Personnel is also advised not to bring any programs that can be utilised to transmit and withhold information and data from one electronic device to another.
[bookmark: _Toc119404065]Email Usage and Internet Browsing
Amwrelle Cleaning & Home Care Services maintains internet browsing of all devices. It is essential that all personnel that are granted access to the utilisation of these devices are to use them appropriately and in accordance with the Technology and Social Media Usage Procedure.
All personnel are permitted to use the internet but must follow the guidelines associated with doing so. The following outlines the correct and appropriate use of internet utilisation and in, which must be followed and abided by all personnel:
Research that is conducted must be relevant to Amwrelle Cleaning & Home Care Services’ required tasks and duties.
If an individual is required and advised to contact an external body, then the communication and interaction between both parties will only be Amwrelle Cleaning & Home Care Services related.
There will be disciplinary action for any persons within Amwrelle Cleaning & Home Care Services who do not abide by this Policy and Procedure. Below outlines the forbidden movements that an individual is not permitted to make:
· Commitment to specific browsing while performing own business, political activity, gathering data, illegal practices and disseminating misleading or libellous information.
· It is expressly forbidden to obtain, reveal and store any knowledge that is deemed obscene, unlawful, or adversely portrays age, ethnicity, faith or religion. Some examples may include pornographic websites or downloadable content.
· Any reproduction, usage or misuse of content and materials that interfere with a separate party or organisation's intellectual property, confidential information, and trademarks.
· Downloading of content, data, and programs onto Amwrelle Cleaning & Home Care Services’ devices.
· Any method of game playing via the internet or programs and gambling.
[bookmark: _Toc119404066]Social Media Usage
Amwrelle Cleaning & Home Care Services understands that the majority of personnel use and have access to their own social media accounts. Although Amwrelle Cleaning & Home Care Services does not aim to discourage anyone from using or dictating the way they use social media, all personnel must understand the terms and conditions that are involved with doing so.


It is important that no personnel are to communicate with any external parties any confidential information regarding Amwrelle Cleaning & Home Care Services. Any information that has not yet been disclosed to the public is expected to remain confidential. Workers are not allowed to share any of this information to people such as participants, external organisations, volunteers or particularly anyone that is not related or involved within Amwrelle Cleaning & Home Care Services.
Any links shared throughout Amwrelle Cleaning & Home Care Services must contain relevant and appropriate content. If an individual is required to send a link, then the link must be monitored and agreed upon with key personnel.
Any fake, deceptive, pornographic, defamatory, profane, derogatory, libellous, insulting, bullying, violent, offensive, or humiliating information must not be submitted to another person or organisation. If an individual has carried out any of these actions via social media, which can include any fake or defamatory claims, or the publishing of a citizen's private information may result in legal liability and disciplinary action made by Amwrelle Cleaning & Home Care Services against the individual.
Suppose it is necessary for Amwrelle Cleaning & Home Care Services to be a part of social media for any reasons. In that case, key personnel will assign an individual to proceed and upload any content that is required. This will then be monitored by authorised personnel who will ensure no appropriate content has occurred.
[bookmark: _Toc119404067]Supporting Documents
Relevant documents relating to this Policy and Procedure:
· Record and Information Management Policy and Procedure
· Privacy and Confidentiality Policy and Procedure
[bookmark: _Toc119404068]Policy Review
Amwrelle Cleaning & Home Care Services may change this policy and procedures from time to time to improve the effectiveness of its operation. Generally, this entire policy will be reviewed in consultation with people using the service, their families, carers, and workers every year.
All service planning, delivery and evaluation activities will include workers, client and other stakeholders and their feedback.
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