(Company Name)’s Company Cell Phone Policy has been created to provide guidelines for the use of personal and company-issued cell phones during work hours.
This policy is to help employees understand the appropriate times and uses for cell phones while seeking to minimize the distractions, inefficiencies, accidents and time loss the cell phones can create when used improperly. 
This policy is for ALL employees, regardless of tenure or position.
Generally, cell phones should not be used when they pose a security or safety risk. Cell phone should not distract the user or others from their work and responsibilities. In order to achieve the goals of this policy, the following guidelines need to be adhere to by ALL employees:
· Do not use a cell phone while driving on the job.
· Do not use a cell phone when you operate potentially dangerous equipment.
· Do not “surf” the web or play games while you are on-the-clock.
· Avoid using your personal cell phone for accomplishing work-related tasks.
· Avoid using your work phone for accomplishing personal tasks.
· Avoid having your cell phone with you during work meetings.
· Do not record confidential information on any phone unless you have written permission from the company.
The following are appropriate times when a cell phone may be beneficial and may be used.
· To make and receive company-related calls, especially with clients, at the proper time.
· For intra-company communication related to a work project or situation.
· To schedule and be reminded of appointments and meetings.
· For work-related research
· For storing and accessing contacts that are beneficial to the company
· To assist clients/customers with information. 
Correction When Needed:
Disciplinary action may incur when improper cell phone usage occurs. An employee may have their cell phone privileges suspended if they do not adhere to the Company Cell Phone Policy.
Termination of employment may occur if an employee downloads, obtains and/or shares offensive, lewd, harassing, and/or objectionable material.
An employee who seeks to circumvent the restrictions on cell phone usage, in particular when they drive or engage in any potentially dangerous behaviors, or who engages in illegal activity with their cell phone will be subject to termination of employment.
I have read and agreed to the Company Cell Phone Policy – 

Name______________________________ Date ____________________

	Employees will appreciate a Company Cell Phone Policy that is explained and thorough. It is to their benefit to know what is and what is not acceptable. Many will be thankful for a policy that is concerned with their safety. Do not be afraid of employee resistance. Rather be concerned that having no policy may make your employees unsafe, unproductive, unmotivated, and the company liable for accidents, incidents, and injuries that unrestricted phone use might help to cause. 
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