Use of Cellular/Wireless Device - Sample Policy

Definitions
Cellular Telephone/Wireless Device: any mobile communication device that captures or transfers information for transmission over a wireless service provider’s network. This includes but is not limited to cellular phones and personal digital assistants (e.g. iPhone and Android devices). 
Basic Principles
Staff members of the (Company Name) are provided and/or compensated for the use of cellular telephones/wireless devices to aid in the performance of their work duties. 
Staff are to use these communications devices in a business-like, cost-effective, safe, ethical, and lawful manner.  Equipment issued by (Company Name) are property of the company.
General Operation/Use
The cellular/wireless devices MUST be maintained in working order and operable (on) at ALL times during your scheduled workday, unless instructed otherwise.  
(Company Name) issued cellular/wireless devices are to be used for business purposes only.  Staff should always first consider landline phones prior to using cellular/wireless devices (e.g. for client consultation, returning nonpriority messages, directory assistance, etc.). 
Cell phone numbers should not be distributed to clients except for matters determined urgent (e.g. emergency response, etc.).
Use of Devices While Driving a Vehicle
For the safety of cellular/wireless device users, other employees and the general public, the use of cellular/wireless devices in a hand-held position (including text messaging) while operating vehicles is PROHIBITED.
If it is necessary for staff to use a hand-held cellular/wireless device during working hours, while in a vehicle, the staff member must locate a lawfully designated area to safely park. Staff should let incoming calls go to their voicemail and return the call when safe to do so (e.g. when safely parked).
Exceptions to this rule are when an employee is faced with an emergency situation, such as a traffic accident, car trouble, or if their personal safety is in jeopardy. 


Responsibilities of the Authorized User – Appropriate Use

Authorized users must use cellular/wireless devices responsibly and comply with the following provisions of this policy:
· Use devices in a sensible and cost-effective manner.
· Comply with all local, provincial, and federal laws that apply in the area in which they are using the device.
· Use proper cell phone etiquette and courtesy.
· Keep the assigned cellular/wireless device secure/safe and protected from loss, theft, or unauthorized use. Do not leave the device unattended. 
· Report the loss or theft of a cellular/wireless device to the (Company Name) Executive Vice President or (Company Name) Executive Director immediately.  Arrangements will be made to discontinue the service and provide further instruction to the user.
· Contact the (Company Name) Executive Vice President or (Company Name) Executive Director if a temporary cell phone is required (ex. while assigned cellular is being repaired, etc.).  If a temporary cell phone is assigned, the user must inform the following individuals of the temporary cellular number in use:
· front reception (administrative) staff in Winnipeg and/or Brandon
· Ensure the integrity and security of Company and client information while using cellular/wireless devices for telephone conversation.
· Return the cellular/wireless device to the (Company Name) Executive Vice President or (Company Name) Executive Director when it is no longer required to carry out work assignments.  

Responsibilities of the Authorized User – Inappropriate Use

(Company Name) issued cellular/wireless devices are NOT to be used for: 
· Out of province or out of country calls; excessive personal calls.  
Note:  employees are required to reimburse the company for costs associated with excessive personal incidental use (e.g. personal long-distance calls or additional monthly charges incurred because of personal use). 
· Regular means of communicaxtion during personal time, including vacation.
· Private commercial or consulting purposes (e.g. running a personal business).
· Placing inappropriate calls including obscene, harassing, or offensive call.  
· Any type of illegal purposes.

(Company Name) issued cellular/wireless devices with camera function are NOT to be used for the following non-exhaustive list of prohibited situations:
· Other people without their clear approval.
· Copyright-protected documents, magazines, or other printed material.
· Sensitive, protected, or classified documents, floor plans, designs, etc.
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