Blog Policy, Procedures & Guidelines

Rationale

This policy provides guidance to ensure that Company use of blogging and online dialogue appropriately considers the responsible engagement in this new, rapidly growing space of relationship, learning and collaboration.  

Guidelines

Whether or not an employee, it is the person’s own decision whether or not to choose to create or participate in any form of online discussion for exchange of ideas, learning and contributions with others in society. Company continues to advocate for the Employee responsible involvement in blogging with the following guidelines:

1. Knowing and following Company Code of Conduct

The Company Code of Conduct provides the foundation for Company Blogging Policies and Guidelines. The same principles and guidelines apply to Employee activities in general, as outlined in the Company Code of Conduct, also apply to Employee activities online.

Company respects the rights of employees that an employee’s own time is his own affair. However, activities in or outside of work that affect job performance or Company’s business interests are a proper focus for company policy. Company relies on your commitment to exercise sound judgement and to seek advice when appropriate and to adhere to the highest ethical standards in the conduct of your professional and personal affairs. You are responsible for knowing and complying with the relevant policies applicable to you. If you are not sure with what you plan to post, please refer to Company Code of Conduct and pay attention to what the code say. If you are still unclear after checking the Company Code, it is best to refrain but seek advice from management.

2. Blogs are not corporate communications but are individual interactions. Identify yourself but ensure to protect your privacy,

Identify yourself by name and when relevant, your role with Company. One should write in the first person and must make it clear that you are speaking for yourself and not on behalf of Company. When blogging, you should speak in the first person by using your own choice, bringing your own personality to the forefront and saying what you have in mind. You have to be transparent when blogging and cannot be anonymous. Be sure with who you are and it is encouraged you use your real name as this will show your honesty.

Employees are personally responsible for their posts. Be smart in protecting yourself and your privacy. Be mindful that what you write will be public for a long time. Note that what was published will become history. Therefore, the content should be carefully considered. Have the best judgement in disclosing personal details in these discussions. 

3. Use a disclaimer when posting a blog that has something to do with work or subjects associated with Company.

Whether you publish your own blog or participate in somebody else’s, you should be clear that whatever you are sharing in the discussion is just a representative of your own views and opinions and does not necessarily be the views from Company. At a minimum in your own blog, you should include a standard disclaimer such as “These are my own postings and don’t represent Company positions or strategies”.

It should be noted that managers and executives that a standard disclaimer does not by itself exempt Company managers and executives from a responsibility when blogging. The team members will most likely read what he has written by virtue of his position. It should be ensured that a blog is not the right place to communicate Company policies to Company employees.

4. Respect copyright, fair use and financial disclosure laws. 

Company has issued guidelines to ensure that employees do not violate public disclosure requirements when communicating with investors, analysts or the press. These guidelines are part of Company’s commitment to full compliance with the Securities and Exchange Commission’s Regulation FD (Fair Disclosure). To ensure compliance with these guidelines, employees should consult with Investor Relations prior to arranging or participating in any investor or analyst meetings. The same guidelines will apply for any financial disclosure over blogs discussions.

For the protection of Company and your own, you must show proper respect for the laws governing copyright and the fair use of copyrighted materials owned by others including Company’s own copyrights and brands. Linking to the work of others is a good general blogging practice.
5. Don’t provide confidential or other proprietary information. 

It should be ensured that all Company information is protected in compliance with the Company Information Security Standards. 

We protect proprietary and confidential information at all times in accordance with applicable law. You must take precautionary measures to prevent unauthorized disclosure of proprietary and confidential information. Accordingly, you should not discuss sensitive matters or confidential information in public places such as elevators, hallways, restaurants, restrooms and public transportation; and except under the most urgent circumstances, you should not discuss proprietary or confidential information on cellular phones. Great care also should be exercised when discussing such information on speakerphones. You should also therefore not discuss any confidential information in whatever form of online discussions.
6.
Don't cite or reference clients, partners or suppliers without their approval. 

You are responsible for safeguarding the tangible and intangible assets of Company and its customers, suppliers and distributors that are under your control. Company is committed to dealing fairly with its customers, suppliers, competitors and employees. No person may take unfair advantage of anyone through manipulation, concealment, abuse of confidential information, misrepresentation of material facts or other unfair dealing practice.

While working for Company and continuing after you cease your employment or association with Company, you must protect the confidentiality of nonpublic information you obtain or create in connection with your activities for Company. You must not disclose proprietary or confidential information about Company or its employees, or confidential information about a customer, supplier or distributor, to anyone (including other Company personnel) who is not authorized to receive it or has no need to know the information. The only exceptions are when the customer, supplier or distributor authorizes such disclosure or by applicable law, appropriate legal process or appropriate Company authorities.

7. Respect your audience and show proper consideration for others' privacy on topics that can be inflammatory such as politics and religion. 

It is one of Company's global values to establish a working environment where people are treated with dignity and respect.  As one of the Shared Responsibilities, since we have a responsibility for each other, we must treat our teammates with respect and champion our remarkable diversity.  The same guideline will apply for blogging online. Note that Company is a global organization whose employees and clients reflect a diverse set of customs, values and points of view.
8. Find out who else is blogging on the topic and cite them. 

It is necessary to pay attention in knowing your fellow bloggers so you can quickly identify which of your peers are part of the conversation on the topics that most interest you. Most successful bloggers are those who know what others are saying about the topic they want to write about and generously reference to link to them. It is important to drop a note to your fellow bloggers to introduce yourself and your blog.

9. Don't pick fights, be the first to correct your own mistakes, and don't alter previous posts without indicating that you have done so. 

If you see misinterpretations made about Company in the web and use blogging to point this out, always do so with respect and prepare to say only the facts to avoid subjective arguments.

If you made any error, be the first one to respond and upfront correct the mistakes quickly. When modifying an earlier post, you have to make it clear that you have done so.

10. Use best judgment, try to add value and don’t forget your day job.
Company supports open dialogue and exchange of idea. Company regards blogs as a form of communication and relationship among individuals. However when the company wishes to communicate publicly as a company, it has well-established means to do so. It is believed that Employees can both derive and provide important benefits from exchanges of perspective through online discussions, Employees are to exercise personal responsibility whenever they blog.  A blog is a tool of which individuals can use to share their insights, express their opinions and communicate through a globally distributed conversation.  While Company encourages its employees to join a global conversation, it is important for Employees who choose to blog to understand what is recommended, expected and required when they discuss bank related topics, whether at work or on their own time. 

Blogs that are hosted on Company-owned domains should be used in a way that adds value to Company business. It will be considered to be addling value if blog discussions are able to help you, your co-workers, clients, to perform their jobs efficiently and effectively solve problems. Blogs are also considered to be adding value when it helps to improve skills, knowledge, processes or if it helps to promote values within Company.

If your blog is self-hosted, use your best judgment and be sure to make it clear that the views and opinions expressed are yours alone and do not represent the official views of Company. Further, blogs hosted outside of Company’s protected Intranet environment must never be used for internal communications among fellow employees. Note that there are always consequences to what you write. Thus, if you are to post something you are unsure about, discuss this with your manager or supervisor. After all, ensure not to forget your day job. You should make sure that blogging does not  interfere with your job or commitments to customers.

You should apply the skills and values learned out of this participation in blogs or other kinds of online collaboration. These blog forums can be a room for genuine public discussion and learning. 

Ultimately, you have the sole responsibility for what you choose to post in your blog.
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