CELL PHONE USAGE POLICY

The purpose of this policy is to ensure employees’ focus is maintained on performing the job or driving a company vehicle by minimizing distractions and opportunities for accidents. {Company name} complies with Ontario’s legislation, under the Highway Traffic Act, on banning the usage of cell phones and other hand held devices while driving a vehicle. For the purpose of this policy, cell phones refer to any device that makes or receives phone calls, leaves messages, sends text messages, surfs the Internet or downloads and allows for the reading and responding to email.
PROCEDURES

General Use

1. Employees cannot use personal cell phones during work hours, on company property or while on company business;

2. If required for the job, {company name} will provide a cell phone and a hands-free device and the cell phone is to be used only for company related communications or emergency situations;

3. All communications using {company name} supplied cell phones, either verbal or written, must meet the requirements within the ‘Code of Conduct’ policy. Employees are expected at all times to communicate in a professional manner;

4. Employees who use personal cell phones during working hours, on company property or while doing company business will be subject to the {company name} disciplinary process up to and including termination as outlined in the Human Resource Policies and Procedures;

5. Employees using company cell phones for personal reasons, excluding an emergency, during working hours, on company property or while doing company business will be subject to the {company name} disciplinary process up to and including termination as outlined in the Human Resource Policies and Procedures.

Ban on Cell Phone Usage while Driving

1. {Company name} employees are required to exercise due diligence while operating a motor vehicle on company business. Employees are not permitted to use a cell phone either hand held or hands free while driving a vehicle;

2. It is mandatory that an employee will pull over to the side of the road, in a safe location, when making a phone call, creating or responding to an email or listening to messages on voice mail;

3. To answer incoming calls, an employee will pull over to the side of the road in a safe location and if that is not possible the call will go to voice mail;

4. Keep conversations as short as possible;

5. There will be no work related reprisal if an employee refuses to answer his or her cell phone or participate in a conference call while driving.

Employee Responsibility

Employees who choose to violate this policy and its procedures will face disciplinary action up to and including termination depending on the severity of the infraction and its consequences. 

There could be the possibility of facing legal consequences if in the course of fulfilling job duties an employee is involved in a car accident and there is evidence of distraction because the individual was using a cell phone while driving. There could also be legal ramifications to {company name} if this occurs.
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