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“Making Safety Everyone’s Business”

Sample Policy:   Cell Phone Access and Usage
Legislation banning the use of hand-held cell phones while driving was passed by the Saskatchewan legislature and became law on January 1, 2010.
Following is an example of a policy regarding Cell Phone Access and Usage.  Section 5 refers to the use of cell phones while driving and prohibits the use of hand-held and hands-free cell phones.  

This policy can be revised to exclude hands-free cell phones – see Optional Section 5 at the bottom of page 2.  
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Statement

Cell phones are used by (company name) employees for internal and external communication.  For the purposes of this policy, cell phones are understood to include any device that makes or receives phone calls, leaves messages, sends text messages, surfs the Internet, or downloads and allows for the reading of and responding to e-mail, whether the device is company supplied or personally owned.

Procedure
1. Access to Company Supplied Cell Phones

1.1 Cellular phone services are provided to all employees deemed to require them based on demonstrated need and job function or to enhance company efficiency and provide safety and/or security.  This includes but is not limited to management and safety advisors. 

2. Use of company Supplied Cell Phones

2.1 (Company name) supplied cell phones, like other means of communication, are to be used to support company business.  

2.2 Employees may use (company name) supplied cell phones to communicate with others inside and outside of the company when such communications are related to legitimate company activities and are within their job assignments or responsibilities, however, occasional personal calls are acceptable.

2.3 All communications using (company name) supplied cell phones – verbal, written or other – must meet professional standards of conduct.

2.4 Employees may use (company name) supplied cell phones for any legitimate safety, security or emergency purposes.

2.5 Employees shall not use (company name) supplied cell phones for illegal, disruptive, unethical or unprofessional activities, or for personal gain, or for any purpose that would jeopardize the legitimate interests of the (company name).

3. Use of Personal Cell Phones

3.1 The use of personal cell phones for business purposes should be limited to necessity.  Costs incurred for unavoidable employment related calls will be reimbursed as per (company name) policy.

3.2 The use of personal cell phones for personal reasons during work hours is discouraged and should be limited to matters requiring immediate attention.  As with any personal matter, employees are encouraged to use coffee and lunch breaks for these purposes.

3.3 Employees may use personal cell phones during work hours for any legitimate safety, security or emergency purposes.

3.4 All communications using personal cell phones during work hours, or conducted on (company name) property, or while on (company name) business – verbal, written or other – must meet professional standards of conduct.
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3.5 Employees shall not use personal cell phones during work hours, on company property, or while on company business for illegal, disruptive, unethical or unprofessional activities, or for personal gain, or for any purpose that would jeopardize the legitimate interests of the (name of company).  

4. General Use

4.1 Cell phones can be a distraction in the workplace.  To ensure the effectiveness of meetings, employees are asked to turn their phone off, or at a minimum to ‘vibrate’ mode.

4.2 Typically each call from a cell phone incurs a cost, while land-line calls do not.  Employees are encouraged to use land-line phones when they are available.

4.3 Employees should be aware that cell phone conversations are not secure and can on occasion be picked up on radio receivers.  Employees should use discretion in discussing highly sensitive or confidential matters on the cell phone.

4.4 No employee may use another employee’s cell phone without that person’s permission.

5. Use of Cell Phones While Driving

5.1. Research indicates that using a cell phone while driving is dangerous.  Employees must be aware of and follow all current legislation and regulations regarding the use of cell phones while operating a motor vehicle.
5.2. (Name of company) employees are required to exercise due diligence while operating a motor vehicle on company business.  To that end, employees are not permitted to use a cell phone either hand-held or hands-free to talk, text, e-mail, or surf the Internet. 

5.3. A cell phone’s voicemail feature should be activated to store incoming calls while driving.  Employees are encouraged to check and return calls at safe opportunities (during a rest stop, before leaving, upon arrival).

6. Privacy and Access

6.1 A detailed statement for each (name of company) supplied cell phone is received monthly from the service provider and is reviewed by accounting and the employee’s manager.

6.2 When a (company name) supplied cell phone is damaged, lost, or stolen, such incidents must be reported immediately to the employee’s manager.
Optional Section 5.  Use of Cell Phones While Driving
5.1 Research indicates that using a cell phone while driving is dangerous.  Employees must be aware of and follow all current legislation and regulations regarding the use of cell phones while operating a motor vehicle.  It is illegal to use a hand-held cell phone to talk, text, e-mail, or surf the Internet while driving.

5.2 Employees are encouraged to check and return calls at safe opportunities (during a rest stop, before leaving, upon arrival).

