

[image: Logo

Description automatically generated]
		Inclusions East Inc
      56 Crescent Lane		Montague, PE
                                                                                                                   902-838-2516

Cellphone Policy

The purpose of this policy is to govern the usage of personal cellphones and other devices in the workplace.  Inclusions East Inc. is committed to providing a safe, healthy work environment and has instituted this policy to protect employee safety, consider the impact on client service delivery, minimize liability, and protect company resources.
	
· Inclusions East Inc. does not prohibit the use of personal cell phones during regular work hours. However, as both incoming and outgoing calls/ texts/ or viewing if internet sites may disrupt normal workflow with clients and may present safety concerns; staff will remain cognizant and limit its use to an “as needed” basis.

· Drivers are strictly forbidden to make or receive business calls or text messages on a hand-held cell device in a motor vehicle while in road-operation while on duty, whether a client is present or not.  This includes both company-owned and personally owned cell phones and vehicles. 

· Phone calls made or received via blue tooth when clients are present are to be kept brief as our primary goal is to interact positively and respectfully with clients. Staff may answer but must immediately pull-over and stop in a safe manner when clients are present.

· Problematic usage of cell phones will be addressed as a performance issue and steps to correct may follow.  Employees who choose to violate this policy may face disciplinary action measures which may include termination, of face legal responsibility if in the course and scope of their duties they are involved in a car accident and there is evidence that they were distracted because they were using their cell phone while driving. 









Proper Use of Cell Phone
· Employees are encouraged to make any personal calls/texts/email outside of regular work hours, or during established break periods, e.g., lunch, scheduled breaks.
1. Employees should make friends and family members aware of this policy to deter them from making personal calls/texts/email during regular work hours.
1. Cell phones may create unnecessary distractions in the workplace and should be used for business purposes only. 
1. Inclusions East Inc. issued cell phones, and personally owned cell phones that are approved for business use must have professional ringtones commensurate with their work duties.
1. Employees are strictly prohibited from using personal cellular phones for the storage or removal of Inclusions East Inc. confidential business information using cameras, or memory storage devices unless approved by senior management.
1. The use of cell phones and other devices may be in violation of Inclusions East Inc. Removable Media Policy, as they can be capable of taking pictures, and storing confidential, company owned intellectual property.  Pictures may not be taken on company property without prior explicit permission from senior management personnel to do so.
1. Inclusions East Inc. does not reimburse employees for all personal calls, personal text messages or personal internet activity made or received using a personally owned cell phone unless previously arranged with the employee. 
1. Neither company- nor personally owned cell phones intended for business use may be used to conduct illegal transactions, harassment, or any other unacceptable behavior, as defined in Inclusions East Inc Code of Conduct and Harassment policies.
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