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Standard Operating Procedure for 
Use of Social Media Policy 

In Compliance with ISO 9001:2015 Standard  
 

 
Copyright 

 
The copyright of this procedure, together with all confidential information contained herein, is the 

sole property of HITEC-Institute of Medical Sciences. 
 
It may be copied in full or in parts only by the Management / personnel and only for the purpose of 
medical college and hospital related activities. Disclosure and copying of any information contained 
within this procedure to any person(s) outside the employee of medical college and hospital without 
written permission/authorization of the Director Adm & Ops. or Principle is strictly prohibited. 

 
 
 
Drafted By:  _________________________ 9th September 2025 
             Head of Department 
 
 
Reviewed By:  _________________________ 9th September 2025 
                          Director Adm & Ops. 
 
 
Approved By:  _________________________ 9th September 2025 
                    Principal 
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1. Purpose 
This Standard Operating Procedure (SOP) outlines the guidelines and restrictions regarding the use of 

social media platforms by HITEC-IMS students. The purpose of this SOP is to ensure that students 

represent themselves and the institution in a respectful, professional, and responsible manner. 

2. Scope 
This SOP applies to all students enrolled at HITEC-IMS across all programs. It covers any content shared 

on social media platforms, including, but not limited to, Facebook, Instagram, Twitter (X), TikTok, 

YouTube, LinkedIn, WhatsApp groups, and online forums. 

3.  Definitions, Abbreviations, Concepts   

➢ HOD  Head of Department 

➢ HITEC-IMS Heavy Industries Taxila Education City Institute of Medical Sciences 

➢ SOP  Standard Operating Procedure 

4. Responsibilities & Authorities  
• It is the responsibility of every student to adhere to this SOP. By following these guidelines, 

students will contribute to maintaining the integrity, professionalism, and reputation of HITEC-

IMS. 

• All faculty members, especially class teachers, society patterns, House Masters, and HoD, are 

requested to guide the students in this regard. 

5. Guidelines 
• Uses of Institutional Logo 

o Students are strictly prohibited from using the official HITEC-IMS logo on any social media 

platform. Unauthorized use of the logo will be considered a violation of institutional policy. 

• Sharing of Official Content 

o Students must not post, share, or circulate any official information, announcements, or 

documents of HITEC-IMS on social media. 
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o Only authorized personnel are permitted to share official communications on behalf of the 

institution. 

• Confidentiality and Regulations 

o Students must not share any data, images, or content that violates institutional rules and 

regulations. 

o Academic, administrative, or patient-related information (where applicable) must not be 

disclosed under any circumstances.  

• Professional Content 

o Posting disrespectful, disgraceful, or derogatory remarks, images, or videos against the 

institution, faculty, staff, or fellow students is strictly prohibited. 

o Students must maintain a professional tone and refrain from engaging in content that may 

harm the reputation of HITEC-IMS or their own repute. 

6. Disciplinary Action 
• Any violation of the above guidelines will lead to strict disciplinary action. 

• Depending on the severity of the misconduct, penalties may include written warnings, fines, 

suspension from academic activities, or other actions as deemed appropriate by the Disciplinary 

Committee/ College authorities. 

7. Related Document 
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