Cell Phone Usage Policy

St. Vincent de Paul Thrift Store recognizes that cell phones (and smartphones especially)
have become an integral part of everyday life. They may be a great asset if used correctly
(for productivity apps, calendars, business calls etc.) However, cell phones may also cause
problems when used imprudently or excessively.

Scope
This policy applies to all our employees and non-employees.
Policy elements

Despite their benefits, personal cell phones may cause problems in the workplace.
Employees who use their cell phones excessively may:

e Getdistracted from their work.
e Disturb others by speaking on their phones.
e Cause accidents when using their phones near areas that are hazardous.

Our store expects employees to use their cellphones prudently during working hours.
We advise our employees to:

e Surfthe internet, text and talk on the phone during breaks.
e Turn off or silence their phones when asked.

We won’t allow employees to:

e Play games on the cell phone during working hours.

e Use their phones for any reason while driving a company vehicle (unless the
employee requires their GPS to guide them to their destination, the location
must be programmed into the GPS prior to driving).

e Use their cell phone’s camera or microphone to record confidential information.

e Speak ontheir phones within earshot of colleagues’ working space during
working hours.

e Download or upload inappropriate, illegal or obscene material during work
hours.

How to properly use cell phones in the workplace
Employees can benefit from using cell phones. They’re allowed to use their phones:

e To make business calls.

e To use productivity apps.


https://resources.workable.com/social-media-company-policy

e To checkimportant messages.
e To make brief personal calls away from the working space of colleagues.

Disciplinary Consequences

SVdP Thrift Store retains the right to monitor employees for excessive or inappropriate use
of their cell phones. If an employee’s phone usage causes a decline in productivity or
interferes with our operations, we’ll ban that employee from using their cell phones.

Employees may face severe disciplinary action up to and including termination, in cases
when they:

e (Cause a security breach.
e Violate our confidentiality policy.
e Cause an accident by recklessly using their phones.
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Confirmation of Reading St. Vincent de Paul Thrift Store’s Cell Phone Usage
Policy

By signing this form, | am confirming that | have read the terms of the cell phone usage
policy and have agreed to adhere to them.

Name (Printed):

Name (Signature):

Date:




