Cell Phone Use Policy:
[bookmark: _Int_SyBCviNo]The following guidelines outline the basics for proper employee cell phone use during work hours. In general, cell phones should not be used when they could pose a security or safety risk, or when they distract from work tasks. 
· Never use a cell phone while driving. 
· Never use a cell phone while operating equipment. 
· Do not use cell phones for surfing the internet or gaming during work hours.
· Avoid using work cell phones for personal tasks.
· Avoid using personal cell phones for work tasks.
· Do not use cell phones during meetings. 
· Do not use cell phones to record confidential information.
We realize that cell phones can be great tools for our employees. We encourage employees to use cell phones when:
· For making or receiving work calls in the appropriate place and situation to do so.
· For other work-related communication, such as text messaging or emailing, in appropriate places and situations. 
· To schedule and keep track of appointments.
· To carry out work-related research.
· To keep track of work tasks.
· To keep track of work contacts.
If you must use a cell phone while driving, follow these safety guidelines

Get your phone set up to be legal and safe!
Every cell phone manufacturer creates different devices for hands-free use. Knowing how to program your speed dial, operate the speakerphone, use voice activation, redial features, and other safety functions is an important operation to know how to perform. 
Have someone else make the calls
If passengers are present, allow them to answer and make calls on your behalf. 
Use a hands-free device with your cell phone
Hands-free cell phone accessories are readily available. Whether you choose an installed device for your cell phone or a speakerphone accessory, take advantage of these devices. Assure it is safe and legal
Do not multitask with your phone when driving
Never text message or take notes when the vehicle is in motion. These types of activities are serious distractions and increase your risk of an accident. 
Use your voicemail
Allow phone calls to go to voicemail and return calls when you reach your destination. 
Pull over
If you must make or receive a call, pull your vehicle over to a safe and legal location before making or answering a phone call. 
Do not use your cell phone in poor driving conditions
Poor driving conditions or low-light situations can severely affect your reaction and response time. Using a cell phone when driving at night or in rainy situations is not recommended.
Disciplinary Action:
Improper use of cell phones may result in disciplinary action. Continued use of cell phones at inappropriate times or in ways that distract from work may result in cell phone privileges being revoked. 
Cell phone usage for illegal or dangerous activity, for purposes of harassment, or in ways that violate the company's confidentiality policy may result in employee termination.
