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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Sample Cell Phone and Smart Devices Use Policy

We recognize that cell phones have become an integral part of everybody’s life.

Despite their benefits, cell phones may cause problems in the workplace. Employees who use their phones or other smart devices excessively or imprudently may:

· Get distracted at work.
· Disturb colleagues by speaking on their phones.
· Cause accidents when they use their phones inside Company vehicles.

In order to maintain employee productivity and safety the Company restricts the use of personal cell phones and other smart devices during work time and in work areas.  This includes but is not limited to receiving or making calls, texting, instant messaging, using apps, or accessing the internet or personal emails.  Cell phones and other smart devices may be used on breaks, away from the work area. Personal use of cell phones and smart devices during worktime is limited to emergency situations. 

Company issued cell phones and smart devices are for business purposes only and should not be used for personal reasons unless it’s an emergency, or unless explicitly authorized by your supervisor.  Excessive personal use of Company issued phones or smart devices may require reimbursement of expenses and disciplinary action.

Do not download any apps to a Company issued cell phone or smart device without authorization from your supervisor to do so. 

Staff using personal cell phones or smart devices may be reimbursed by the Company for documented business use.  Speak with your supervisor if you use your personal cell phone or smart device for business purposes.

All cell phones and smart devices should be set to silence or vibrate prior to joining any meetings with others.

The use of cameras and audio or video recording features is prohibited during work time or in private areas where the Company or other employees have a reasonable expectation of privacy, such as bathrooms.
The Company expects its employees to remember safety when using their cell phones and smart devices for business purposes. Employees are required to comply with traffic regulations, laws and ordinances, and use safety belts in the operation of motor vehicles while engaged in Company business.  Your safety and the safety of the public are important to us.  

All employees are expected to pull over to the side of the road before using their cell phone or smart device, even if it is equipped with hands-free technology.  The use of any hand held mobile communication device is prohibited while driving.  

While in possession of Company cell phones or smart devices, you are required to take appropriate precautions to prevent theft or vandalism of the equipment issued to you. When leaving your vehicle, it is best to take the cell phone with you to minimize the threat of theft.  Company issued cell phones or smart devices may not be used for personal use without authorization in advance by your supervisor and are subject to the Electronic Communications policy.
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