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Social Media Policy
038 opgodoggogfrchelbep g

1. Policy statement g9dlscoo3fg$gi0d

1.1. This policy is intended to help our staff make appropriate decisions about the use of social

1.2.

1.3.

1.4.

media such as blogs, wikis, social networking websites, podcasts, forums, message
boards, or comments on web-articles, such as Twitter, Facebook, LinkedIn and similar
social media sites.

0Jedl82005 REERE0580050300¢320905 2000E:040d5o4PH§dGaD cDeaRRGI 8B
CPAORE0O0D EOQIODSIGPE GGG 000EGIOd§IGP$E GOd]IEdGPE pOWD - Twit-
ter, Facebook, Linkedin $¢ 3a[gp: cpaopSoood 88omengodsngpia? 0§cobigpizacs|qé
P0G36oNCEP:303C0 GoNCigSe 320059 8EqS qdgudoopdi

This policy outlines the standards we require staff to observe when using social media,
the circumstances in which we will monitor your use of social media and the action we
will take in respect of breaches of this policy.

030005 00od[gennscodigpizacs[gE eenCad8:adndsnmyCadigend IaqodgP:n?
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083262008 [6eodeand(opd(gl:adEep 3o905320005¢p2sE 0p5:n8:3E:a3Eapq 0505
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This policy supplements our Max Group Employee Hand Book, Code of Conduct and
Communication Policy.

0)eA32005 0058[g§ el 0§008:0005§0030! 0yCoodapdadest sondagudes: odlagpzel
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This policy does not form part of any contract of employment and it may be amended at
any time.

0Jedls0p5 0§006:3200608320[gC:00q061 EB0dmdes0 ©uPAddl BGE ©odd
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2. Who is covered by the policy? ¢dla$¢ 2005e8Eapqp:

2.1. This policy covers all individuals working at all levels and grades, including senior manag-

ers, officers, directors, employees, consultants, contractors, trainees, homeworkers,
part-time and fixed-term employees, casual and agency staff and volunteers (collectively
referred to as staff in this policy).
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3. The scope of the policy gAlagoS00d

3.1

3.2.

All staff are expected to comply with this policy at all times to protect the privacy, confi-
dentiality, and interests of our company and our services, employees, partners, custom-
ers, and competitors.

0300bigpraoph cpgaggeocdypiop 3e0pgepagt Gl djSEEagodaodgli volodody
$C opgBel 0§6e0CGERGCSPH 050 WOEEIN3Eemdgp: Bigrendgpist [GE
Dodgpel 320982030l cBodeagppdeoggn a3Eaddtes qpSgudoopd

Breach of this policy may be dealt with under our Employee Disciplinary Procedure and,
in serious cases, may be treated as gross misconduct leading to summary dismissal.
09303 6e0dgIEddm 0§006:0p5:0:a88:086:g05qp: $p5:008:qP:303E: Fo6EEIS
qopd 22 [gE:00§6000 039qdgpiapt 30p6e0050L50p53303 FeeEu(gEdaedI

4. Responsibility for implementation of the policy gAla sa6omEaa00p5663[gE:3Eep 0n0§gp:

4.1.

4.2.

4.3.

The Compliance Committee has overall responsibility for the effective operation of this
policy and is responsible for monitoring and reviewing the operation of this policy and
making recommendations for changes to minimize risks to our operations.
0p5s06:085:036:66:6005005005 oadlsnd dBeepodgy 320%:q8Ceq0nem GAYED
cong[3p955E 82062003 g copdad:a0d(BirrdeSaopSucdesnogtigawimanglispdico
§$320305 20¢engPean 2[O3gRIEdgPieuIgesa0R0d 3a0d:d0M0S§o0pdN

All staff are responsible for their own compliance with this policy and for ensuring that it
is consistently applied. All staff should ensure that they take the time to read and under-
stand it. Any breach of this policy should be reported to respective Admin and HR direc-
tors.
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80550030025 350305 0200§§20p5m Be[gE 08§0bgP:a0pS oedlznd FSosom
§2300p508§e0qs ©0dgaeRdl AlagPIeESgESdm 2005e3Ep 8deseesC ap gdia:
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Questions regarding the content or application of this policy should be directed to Max
Myanmar Group Compliance Committee.
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5. Using social media sites in Max Myanmar name

0058g§enm06p5d cpgapSuondongEdsngp: saaddgfat:

5.1.

Only authorized officials are permitted to post material on a social media website in our
name and on our behalf. Any breach of this restriction will amount to gross misconduct.
MW EPEom0§e0:3060 2agPoNagE 2005a38epadgqogpin? addlgSed
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5.4. If you are in any doubt as to what you can and cannot say using social media, then
please contact Max Myanmar Group Compliance Committee.
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6. Using work-related social media cp&c$:e3€ep apejop§uondongodsogpio? saoddgfad:

6.1. We recognize the importance of the internet in shaping public thinking about our compa-

ny and our services, employees, partners and customers. We also recognize the impor-
tance of our staff joining in and helping shape industry conversation and direction through
interaction in social media.
0986032005 0pgaBsC GEsBI086800E g0 05c0diqps AlodgogPisC Bigseodyp:
o3 pooza(gesdgfge: 3agpegpdonst aBeoy, s0n5edggp: cpdeeEepagt 32E0ms0d
2005 28mzee3ie0m 308:00moRE dolglind cvrd$0bi BgE vScodigpsel
pgoRSoodgpigt cpdesiadlep dolesgiesigel aofpeoqpmst =o6qedlaod 3293
326005(gj0pd1

6.2. Before using work-related social media you must have read and understood this policy
and other relevant policies of Max Myanmar Group, and have sought and gained prior
written approval to do so from respective senior management.
a3epogt cramR&aSeP:d 2aa%:0[gI8 ©0dB[gSerzrdeEN 2005edEepediagpiod capa
oodqaBfinicopbeffy a0pjcidion oqidig> coddeBbep spdqibopepie ooyt sa0oph
[Aiae5opaeess

7. Personal use of social media sites cpgop§o0dypia’ aBuSofeacze’ saadigfgt:

7.1.  We permit the incidental use of social media websites for personal use subject to certain
conditions set out below. However, this is a privilege and not a right. It must neither be
abused nor overused and we reserve the right to withdraw our permission at any time at
our entire discretion.

09§6032005 cramRELodPd §§S$3203C: 03udeen30don3gypPizeoz0d salFonee
©0p0dGo 3AgegPer 630053 0diNGgIEdP3a03C: E[g8C0RSH Bepogt
Bg¢[gged00p5 w63EgELLOdI aglanseaauigton [§620o0n GE:0d Facgadion: ofg|
[§Es00000 Fa0g§macgmandielgian oBad[gdgnidlon §[g8sad saqSeege q05a38:8E6pdn

7.2. The following conditions must be met for personal use to continue:
3056qE030500003860gPiEa0g05 200digepogt 6320050l 3aIodqPisE 03a5p8qeRdi
(@) Use must be minimal and take place substantially out of normal working hours

(that is, during lunch hours, before 9 am or after 5.30 pm);
2e[gdengl wocsqS[gEoogtomn 2ages (egoudomsn§si $505 50§
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(b) Use must not breach any of the rules set out in paragraph 8 below.
038 o 0l 0pdi&igPiad ©eEINOQESTD 3gqs

(c) Use must not interfere with business or office commitments;
§eevdesieaonComgpa 835¢ 88mgaBeselicndeSigpiod saesnennrndelgdesant
ogloepBas

(d) Use must comply with our policies including the [refer to your relevant policies such
as your Equal Opportunities Policy, Anti-Harassment Policy, Data Protection Policy
and Disciplinary Procedure].
0058[gSeel 0§cobsadlep 9dlacdiSqodgP:0d cdodsneonEadidd: 3o%dgqs
(opp8eoon m09EaaeeEediasa0ioendodiaicnontizagodaacoad ads:086eeradie:
0p5s006:088:036366; ¢Al3)

8. Rules for use of social media cpqeR§0005 3203:gfaE:3Eep 0pdiandagiodypa

Whenever you are permitted to use social media in accordance with this policy, you must ad-

here to this social media policy, employee handbook, and Code of Conduct.

gRS0o0dgpid 2% ges g8lgepogs ©pSoopdengesd eudlgdl opbiondigodypsaaodts

c8od50qepdI
8.1.

8.2.

8.3.

8.4.

Always write in the first person, identify who you are and what your role is, and use the
following disclaimer “The views expressed are my own and don't reflect the views of my
employer”.

c06c8:a3Cep 03gqogP:n3 eapooerdlgepagt 88330pdi eponigpiod copdagEiesdlgom
38e103053E collgEupsogindomigdelopEs 22(g qE:ut: cudlgaepd

Do not upload, post, forward or post a link to any abusive, obscene, discriminatory, ha-
rassing, derogatory or defamatory content.

qCaBse0001 podR0GEomI F[gr:e00de060m1 32650EF0I0OGL:eoI §E:BE:e0001 3200
a6 36[pEizaepyp:od vonle odq slgSeoq

Any member of staff who feels that they have been harassed or bullied, or are offended
by material posted or uploaded by a colleague onto a social media website should inform
to their admin manager or human resources manager.

0pd20p00§00d0ed  cpampSrSedogf cddoEBiel orlgoonean saelopCizaep
eloPp¢ mmegntanocdeodegls 288aEeqgl: [gdymdon 8desieqisC p gdia
206&:3:[g0 0Sesqpyp:od 0oE[gaeRd

Never disclose commercially sensitive, anti-competitive, private or confidential informa-
tion. If you are unsure whether the information you wish to share falls within one of these
categories, you should discuss with admin manager or human resources manager.
Baseepzng AB80Scgudeami sagpist curdBESEe0gsepbgudeom 30p8:eq:0g),005
20008:39105320005¢P0d epdoopdesadle coodewdePad(gt: elgean 3200053 0ot
2g0530005¢P:ad [g&e0eport eoogpgie§don Bdeseqest cp gbiemizqCiaalgd
oSesqpyPis cagiegiqedi
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8.5. Do not upload, post or forward any content belonging to a third party unless you have
that third party's consent.
obdkapel ge[gigodeqolon 0oddkonst c005a3Eaom saclopzaepypiad oolgfgts
G&SOQOS@& (O%QUPOS) @%G()@S: QB[G]II

8.6. Itis acceptable to quote a small excerpt from an article, particularly for the purposes of
commenting on it or criticizing it. However, if you think an excerpt is too big, it probably
is. Quote accurately, include references and when in doubt, link, don't copy.
©05qadq[gts coosza3[god[gEieacgnd ceontickondee oon§imsdicdd eudlgfgta?
005920051 Bepogt qudagpiean ooooSigP:E0R050 §[GB:gIdqPe? copdagtiG: 3oy
& eed[ggepdi 952000§dlm cd:0 vonsoadlsti

8.7. Before you include a link to a third party website, check that any terms and conditions of
that website permit you to link to it. All links must be done so that it is clear to the user
that they have moved to the third party's website.
0080k0pEIENgI05§26 8005056(padeelgd votiengpdsow pdiqPopbindigps gE[gged
g0 0dee0saepdi 99:§on03, qEqticnticntiadomeogs cudlggepdi

8.8. When making use of any social media platform, you must read and comply with its terms
of use.

ORgop$oo0sedqEdFoGp:0} 3papgepogoopd: dengiodgaqpip gpoSeodiea opbiq:
0p5:0063q8a08 905G A305806800EQ0SqERdI

8.9. Do not post, upload, forward or post a link to chain mail, junk mail, controversial car-
toons, jokes or gossip.

0033266000 FBiee:cd :[GEgigud omaRSigpa vYP:$E 300C:agCigPind cedg
[384 [g&e0[gCs o[gan

8.10. Be honest and open, but be mindful of the impact your contribution might make to peo-
ple’s perceptions of us as a company. If you make a mistake in a contribution, be prompt
in admitting and correcting it.

380300668008 qIodgP:0pd crgRmeesgE deemCeuy waEl 30a332005(gvee0d
20[g¢ 88a3e clgradeeazomieannlgodeesoog §ooid: 0003§aepdI 3a¢m:3a09C:0000
0006p [9e[epoddlon 886izawniem: 0§k ©adEie0op [Eaolqupdi

8.11. You are personally responsible for content you publish into social media tools — be aware
that what you publish will be public for many years.

3803 cpamR$Locdengodsngpiogl eudlggodypoopd coontiongodsngpiogl $66AIC:
ongeden eudjgoong§teomefopt ddeudlggodypeaogod 3803aE omnselorpt:s
Gess05g22003[gl§ 8262005

8.12. Don't escalate heated discussions, try to be conciliatory, respectful and quote facts to

Ajigisuodsay pue Aduaiedsuel|
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lower the temperature and correct misrepresentations. Never contribute to a discussion

5 if you are angry or upset, return to it later when you can contribute in a calm and rational
manner.



8.13.

8.14.

8.15.

8.16.

8.18.

8.19.
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If you feel even slightly uneasy about something you are about to publish, then you
shouldn’t do it. If in doubt, always discuss it with admin manager or human resources
manager.

38eudgepd maejopCizaqpmeagnd 8odecnodeamn domqden esdlgfgé: elgpata 9§
coepapE 0oddondepeaogpgiedor vpsodon 8deesest aranscodiod{ideqeadlep
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Don't discuss colleagues, competitors, customers or suppliers without their prior approv-
al.

38el cvbeda3Eeadqps [GEanadqps Bagninadyps coonoddeuiopgpisE 03ELE[RE: g
Always consider others’ privacy and avoid discussing topics that may be inflammatory
e.g. politics and religion.

2p0063k6 63003EgodEgERS copdagiopionicuigepdi 0, 6eode§eom Galtodgpa?
[s§c0cagiesiat:o? eqpepiaepdi pows - §E8aqs oonamae

Avoid publishing your contact details where they can be accessed and used widely by
people you did not intend to see them, and never publish anyone else's contact details.
38ec8auneo0 oofgpopgp: vadeoqsencgas 88adel c3udeqs c00nEisagiedeacundyp:
cod[ggsqp:od eqple3dqepdlydBs 0oddkonel sagodsacndgpiadeond: vesdlgay
Activity on social media websites during office hours should complement and/or support
your role and should be used in moderation.

cpbohidharogtiogt cpqogpoocdengodsoqp: saapgqpiaoph 88ofel pahadoxst
0M080QEPigP2a3 [§pdgodeudlgeseomelopé 088:0364G: saadgaotaopd

If you notice any content posted on social media about us (whether complementary or
critical) please report it to admin manager or human resources manager.
PGORS0SEYOH§oGPIRE adB[gSeIsELa50056m GudggIEdgpiad Gog §olon 8o
08366:5C 0 9G:3:3C:30[qd wSesqPyP:0? 0oElgaeRd

9. Monitoring use of social media websites cpgoR§0005 EogEdgogp: 32093qigod eengfogpd(gt:

9.1.

Staff should be aware that any use of social media websites via company provided inter-
net access (whether or not accessed for work purposes) may be monitored and, where
breaches of this policy are found, action may be taken under our Disciplinary Procedure.
08§008:q20005 IEABSE 3050505803 20adH{g[G 22005$E vaMdBEGo CPeRS
00050G|d§4P: 3233HgjaqP0d 0peeenE[d8EaloyrE: co03(gieocdapbi opdig)d:
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9.2. We reserve the right to restrict or prevent access to certain social media websites if we
consider personal use to be excessive. Monitoring is only carried out to the extent per-
mitted or as required by law and as necessary and justifiable for business purposes.
0058[g§ 06l 305055 0R5q)|070 2000E:3g105300HBELp [godopdieuicoegP:a?
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9.3. Misuse of social media websites can, in certain circumstances, constitute a criminal of-

fence or otherwise give rise to legal liability against you and us. It may also cause em-
barrassment to us and to our clients.
CRgopdoo0edqEdFOqpio sgopieifglielot [gBgoqegbiatist saprpoeast
s0§08e0m03g9qdyp: [30g:8E[G: aBa3gqdgp:oopd 2005e3Eposaodiamum vadd
[g5e06isE BarroodpiesigCypizacgndd 3aq05qgudjgdamndEalogpt: crviernisndsnd
20602060l05q 3562000

9.4. In particular uploading, posting forwarding or posting a link to any of the following types
of material on a social media website, whether in a professional or personal capacity, will
amount to gross misconduct (this list is not exhaustive):
20008sqp:onl[gglsr [g&eofgls cotdgprendlggliadont esmadesdigdl saelogpCizaep
qpo? [g&eofgta eudlglgtqpsdlon condedCaom malgEensalgd 90056005 seqEundg
625[g8o0pSH

(@)  Any pornographic material oospododgdeoqs czoomiewdlgagps

(b) A false and defamatory statement about any person or organization;
o20$oEELNSI Bewrcd 228 30p5360 @09t 3p206qy50RS Gudlde
GIP:II

(c) Material which is offensive, obscene, criminal discriminatory, derogatory or may
cause embarrassment to us, our clients or our staff;
0058[gSenr Bigzoodgpis 0S0b:qPez: BodZ65EHLINA[§OGOEI podRosE
G001 POG35E ©030O8eaN J[Fr:eondedeam Gudlgggps

(d) Confidential information about us or any of our staff or clients (which you do not
have express authority to disseminate);
0058[gSe1 Bewrod 8803elew0500p0gpisE 200588600 0pEieqEn3gqd 6od
[Aeap: (s8lgras cpdEatedioc Bgadqp:)

(e) Any other statement which is likely to create any liability (whether criminal or civil,
and whether for you or us); or
00§emEeamn eudgaqp: (PoesiEesndeomi Buudd sagpypdSopsé 2005
BEeo01 Boondh 0oddlgiesE 2005e3Ee0m)
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(f)  Material in breach of copyright or other intellectual property rights, or which in-
vades the privacy of any person. Any such action will be addressed under the [refer
to your Disciplinary Procedure] and is likely to result in summary dismissal.
08EgCrewnndeom afewnod  prabopmlgé  cBogCeSoBoonieam  saepyp
a30005) Pod:dELNAHE B3udee3do$E 0dedEeam eudlgaqpod
0p5:08:038:036566) rECS0DqPE36 320pEE0050L5 052008 [§E3TH005wd
qéﬂ

9.5. Where evidence of misuse is found we may undertake a more detailed investigation in
accordance with our Disciplinary Procedure, involving the examination and disclosure of
monitoring records to those nominated to undertake the investigation and any witnesses
or managers involved in the investigation. If necessary such information may be handed
to the police in connection with a criminal investigation.

006c8:qp0gudgidsE ©odnB8eom 2B:Baqp:eoy §dlo wadBgSwst opdigPopSionts

c06eanCapdgpisCaspd 3832600805600 Hobiodesnieedooodggpiay: 83260003

6800Egoogepdlgdaopdi o3dodiodeeo: cedoo0dagpPioge c00HeaogPs dJewpod o

esqPqPiddl c83260008 0besoiogiepd§dl: adn3odeacntgrdgEdgpin? osdomy
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9.6. If you notice any use of social media by other members of staff in breach of this policy
please report it to [position of relevant person such as line manager]

PGORS OB §IGPINS 050E:gP:F6S[GE 20050050p5:06:03 §jrew0d323gg4P:
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10. Monitoring and review of this policy ¢dls3ao: cor¢{n3pdobaesofgl:sé od:a08[gt:

10.1. The compliance committee shall be responsible for reviewing this policy when and as
necessary.
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