Annexure-l

THDCIL Guidelines on Social Media

Preamble

The objective for the use of social media is not just to disseminate information but
also to undertake public engagement for a meaningful public participation for
formulation of public policy. Therefore an employee can use social media for:

Seeking feedback from citizens

Re-pronouncement of Public Policy

Issue based as well as Generic interaction

Brand Building or Public Relations

Generating Awareness and education on National Action Plans and

implementation strategies
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Objective

Social media is increasingly being used in Government for public engagements for
disseminating information, policy making, recruitments, generating awareness,
education etc. Most of the social media platforms are based outside India and are not
governed by Indian laws.

It is very important to ensure that Public Records Act 1993 and other applicable laws
are complied with and adequate provisions for security are in place in view of current
threat scenario in cyber space.

Social Media is different from traditional media such as print, radio and television in
two significant ways — first, the amount of content that can be generated by the users
themselves far exceeds the content generated by news/opinion makers and second,
its “viral” ability for potential exponential spread of information by word of mouth and
interlinking of the various social media platforms, thereby considerably reducing the
control over spread of any such information.

Therefore, it is necessary to lay down guidelines and instructions regarding usage of
social media in official capacity for employees.

e The Guidelines is therefore to educate and inform employees about usage of these
social media platforms

e To encourage employees to optimize use of digital platforms for communication

e To make aware of the roles, responsibility and accountability of the content
published

¢ To make aware of Do’s and Don't’s of using social media in official capacity.
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Scope & Coverage

The guidelines shall apply to all employees of Corporation on regular rolls and shall
include all the three categories i.e. Workmen, Supervisor and Executive as well as

Deputationists.

Guiding Principles for usage of Social Media

It takes lots of effort to establish company’s voice, but one inappropriate or off-brand
social media post can put this in jeopardy. While using social media for official
purposes, the following shall be kept in mind:

Identity: Always identify clearly who you are, what is your role in the department and
publish in the first person. Disclaimer may be used when appropriate

Authority: Do not comment and respond unless authorized to do so especially in the
matters that are sub-judice, draft legislations or relating to other individuals

Confidentiality: Confidential information related to trade secret or sensitive decisions
must not be divulged. Director(Personnel) shall be have the authority to decide the
ambit of confidential information.

Relevance: Comment on issues relevant to your area and make relevant and
pertinent comments.

Professionalism: Be Polite, Be Discrete and Be Respectful to all and do not make
personal comments for or against any individuals or agencies. Also, professional
discussions should not be politicized

Openness: Be open to comments — whether positive or negative. It is NOT
necessary to respond to each and every comment

Compliance: Be compliant to relevant rules and regulations. Do not infringe upon
IPR, copyright of others

Privacy: Do not reveal personal information about other individuals as well as do not
publish your own private and personal details unless you wish for them to be made
public to be used by others

Do’s & Don’t’s

THDC India Limited has developed the Offficial facebook of Company, Official
Youtube channel, Corporate Whats app group, Twitter handle. The employees shall
make best use of these social media platforms to receive and disseminate
information but take note of the following instructions while using them:-
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The following principles apply to professional use of social media on behalf of
Company as well as personal use of social media when referencing THDCIL.
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Employees need to know and adhere to the THDCIL Code of Conduct,
Standing orders and other relevant company policies when using social
media in reference to Company.

The information that employees post or publish may be public information
for a long time. Employees should be aware of the effect their actions
may have on their images, as well as Company’s image.

Employees should use their best judgment in posting material that is
neither inappropriate nor harmful to Company, its employees, or
stakeholders/customers.

Although not an exclusive list, some specific examples of prohibited social
media conduct include posting commentary, content, or images that are
defamatory, pornographic, proprietary, harassing, religious, gender bias
remarks, libelous, or that can create a hostile work environment or
damage reputation of Company.

Employees are not to publish, post or release any information that is
considered confidential or not public.

Social media networks, blogs and other types of online content sometimes
generate press and media attention or legal questions. Employees should
refer these inquiries to authorized Company spokespersons.

If employees find encounter a situation while using social media that
threatens to become antagonistic, employees should disengage from the
dialogue in a polite manner and seek the advice of a authorized
department.

Employees should get appropriate permission before refering to or posting
images of current or former employees, members, vendors or suppliers.
Additionally, employees should get appropriate permission to use a third
party's copyrights, copyrighted material, trademarks, service marks or
other intellectual property.

Social media use shouldn't interfere with employee’s responsibilities at
Company.

If employees publish content after office hours that involves work or
subjects associated with Company, a disclaimer should be used, such as
this: “The postings on this site are my own and may not represent
Company’s positions, strategies or opinions.” It is highly recommended
that employees keep Company related social media accounts separate
from personal accounts, if practical.
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» Only Official information pertanining to THDC India Limited and
Government needs to be transacted on the official social media platforms

of the Corporation.

Employees should refrain from associating of forwarding any
Political/Personal Communication on these social media platforms of the

Corporation.
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> Abstain from making personal comments, derogatory remarks, public
criticism of Govt or its Policy or any Personality on these social media

platforms of the Corporation.

General

Employees can view the information of these social media platforms however the
rights to upload official stand or verified data on these social media platforms shall
remain with Corporate Public Relation Dept.

Interpretation

Director (Personnel) shall be competent authority for any interpretation, amendment
and modification etc. in case of any ambiguity. The management reserves the right to
amend, modify the guidelines without giving any prior notice.



