Cell Phone Use in the Workplace Policy
The purpose of this policy is to outline the use of personal cell phones at work, including special issues related to camera phones, the personal use of business cell phones, and the safe use of cell phones by all employees while operating company vehicles or equipment.
Procedures:
Personal Cell Phones
While at work employees are expected to exercise the same discretion in using personal cell phones as is expected for the use of company land line telephones.  Excessive personal calls, including text messaging during the workday , and wearing a wireless ear bud to receive calls, regardless of the phone used , can interfere with employee productivity , distract others from their work , and present a safety hazard. In addition, ring tones containing obscene, offensive, vulgar or sexually explicit content or any content that belittles any person, group, or classification of individuals, are prohibited. A reasonable standard is to limit personal calls during work time. Exceptions, as emergency situations may warrant, must be approved in advance by an employee’s supervisor. When an employee is working, he/she is expected to give his/her full attention to the company task at hand. Consequently , when an employee is conducting a personal phone call or text messaging, the employee has, in effect, stopped performing his/her job for the length of the call. Additionally, employees engaging in personal cell phone calls during work time could be viewed negatively by the public we serve.
Employees are therefore instructed to make any personal calls during their breaks and lunch hours (non-work time), and to ensure that friends and family members are aware of the company's policy. It is the joint responsibility of supervisors and staff to ensure that personal use of phones is kept to a minimum.
(Insert Company Name) will not be liable for the loss of personal cellular phones brought into the workplace. Employees who cause an accident or create unsafe working conditions due to personal cell phone use may be personally liable for damages resulting from such an accident.
Camera Phones
The (insert company name) prohibits the use of camera phones for taking non-work related photographs or taking photographs of employees at work without giving said employees prior notice of the photo being taken. No photograph of (insert company name) employees or (insert company name) property shall be distributed outside of (insert company name) without the prior approval of the (insert company name) Public Relations Officer, Assistant Director, Director, or the Board.
This prohibition is necessary to ensure privacy of employees and confidential business information.
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Company Provided Cell Phones
Where job or business needs demand immediate access to an employee, (insert company name) may issue a business-owned cell phone to an employee for work-related communications.  The personal use of this equipment is subject to the guidelines outlined in the (insert company name) policy. 
Employees in possession of company equipment such as cell phones are expected to protect the equipment from loss, damage or theft. Upon resignation or termination of employment or at any time upon request, the employee may be asked to produce the phone for return or inspection. Employees unable to present the phone in good working condition within the time period requested (for example, 24 hours) may be expected to bear the cost of a replacement.
Employees who separate from employment with outstanding debts for equipment loss or unauthorized charges will be expected to make payment to (insert company name) for the loss and/or charges.
Other Guidelines for Cell Phone Use
Employees whose job responsibilities include regular or occasional driving of (insert company name) vehicles and who are issued cell phones for business purposes or use personal cell phones are expected to refrain from using their phone while driving. Safety must come before all other concerns. Regardless of the circumstances, including slow or stopped traffic, employees are strongly encouraged to pull off to the side of the road and safely stop the vehicle before placing or accepting a call. If acceptance of a call is unavoidable and pulling over is not  an  option, employees are expected to keep the call short, are required to use appropriate hands-free devices (ear bud or speakerphone) and voice recognition dialing if available; must refrain  from discussion of complicated or emotional matters; and must keep their eyes on the road. Special care should be taken in situations where there are heavy or poor traffic conditions, inclement weather, or the employee is driving in an unfamiliar area.
In situations where job responsibilities include regular driving and accepting of business calls, hands-free equipment will be provided to facilitate the provisions of this policy.
   Employees are prohibited from text messaging while driving (insert company name) vehicles.
During meetings, employees must place their cell phones on silent mode. Failure to do so is a distraction and impolite to other meeting attendees. Employees whose job responsibilities do not specifically include driving as an essential function, but who are issued a cell phone for business use, are also expected to abide by the provisions above. Under no circumstances are employees allowed to place themselves or others at risk to fulfill business needs.
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Employees shall not operate any (insert company name)  heavy/specialized  equipment  (backhoes,  track hoes, tractor units, front-end loaders, camera units, dump trucks,  forklifts,  etc.),  perform duties as a flagger, perform maintenance and operations duties in water and wastewater facilities or on jobsites, including lift stations, while using a cell phone.
Employees who are charged with traffic violations resulting from the use of a cell phone while driving will be solely responsible for all liabilities that result from such actions.
Carrying personal cell phones on company time is a privilege. (Insert company name) may deny any employee the privilege of carrying a personal cell phone on company time if the employee fails to follow the requirements outlined in this policy. As appropriate, violations of this policy may subject the employee to additional disciplinary action up to and including dismissal.
   Responsibilities for Managerial and Supervisory Staff

Managers and supervisors are encouraged to regularly remind employees of their responsibilities in complying with this policy. For questions regarding the content of this policy, please contact the Human Resources Officer.
NOTE:  This document is not intended to be legal advice.  It does not identify all the issues surrounding the particular topic.  Public agencies are encouraged to review their procedures with an expert or an attorney who is knowledgeable about the topic. Reliance on this information is at the sole risk of the user.

                                                                                                                               Revised 8/2013[image: image1.png]P.O. Box 1270 ¢ 535 Apams AVENUE * MONTGOMERY, AL 36102
PHONE: (334) 262-2566 « FAX: (334) 262-2809




