MOBILE PHONE USAGE

Policy Templates

Please substitute your entities name in place of all references to XXX.

While the only way to eliminate the potential for increased liability arising from the use of a mobile phone while driving is to prohibit all mobile phone usage, we realize that may not always be practical. Therefore, the attached model has three different policies with different levels of control so you may select the one that meets your needs. 

The first policy prohibits any mobile phone use while driving. The second policy restricts mobile use to emergency situations. The last policy allows business mobile phone use (personal use is limited to emergency use only) while practicing safe operating of the vehicle. Both policies allowing any form of mobile phone use have recommended wording based on whether your entity provides or pays for the mobile phone. The policies apply to all employees and authorized drivers of company owned vehicles.  

As with all policies, you should implement an enforcement procedure.  

Zero Tolerance for Driving While Using a Mobile Phone

XXX is concerned with the safety of our employees, his/her passengers, and the public at large. Therefore, XXX prohibits the use of a mobile phone or other communications device (PDA’s, pagers, etc.) by an employee or any authorized operator while driving a company owned vehicle or vehicle rented for company use, even beyond the business use period, unless that vehicle is legally parked.  This policy applies to business and personal calls regardless of ownership of the mobile phone or other communications devices.

This policy applies to business calls while in a personal automobile being used for personal purposes, as well as, personal and business calls while driving a personal automobile for business purposes.

I acknowledge I have read the above policy and agree to abide by its terms and conditions.

__________________________________


______________

Acknowledged by





Date

Substitute your company name for XXX.

Emergency Mobile Phone Use while Driving

XXX is concerned with the safety of our employees, his/her passengers and the public at large.  Therefore, the business use of a mobile phone or other communication device (computer, PDA’s, pagers, etc.) within the flow of traffic will be limited to emergency situations while operating a company-owned vehicle for any purpose or an employee-owned vehicle for business purposes.  At no time will any employee or authorized operator of a company-owned vehicle conduct a social phone call while driving.  

Any driver intending to place or receive a call should pull off the road to a safe location to complete the call.  If it is critical to utilize a mobile phone or other communication device for company business or personal safety while operating the vehicle, the following guidelines will apply:

· Driving safety will always take precedence over talking on the phone.

· Refrain from placing or receiving unnecessary calls.  Allow voice mail to answer your calls until you may pull over to a safe location.

· Suspend conversations during hazardous situations, including, but not limited to, congested traffic, construction, poor lighting, or bad weather.  

· Keep any necessary conversation brief.  Advise the person you are speaking to that you are driving.

· If you must make or take a call, use the hands-free and autodial options on your mobile phone.  Be sure the phone is positioned within easy reach so you may grasp it without removing your eyes from the road.

· Never take notes or look-up information while driving.  If you drop the phone, do not attempt to pick it up until you can pull over and stop safely.

· Do not engage in stressful or emotional conversations while driving.

· In precarious traffic situations, hang up without warning.  You can explain later why you had to disconnect the call.

This policy will apply to business phone calls on a mobile phone or other communication device, regardless of ownership of the vehicle or communication device and regardless of whether the call takes place during business hours.

I acknowledge I have read the above policy and agree to abide by its terms and conditions.

__________________________________


______________

Acknowledged by





Date

Substitute your company name for XXX.

In the event the company has provided a mobile phone for the employee’s business and personal use, the first paragraph should be replaced with the following statement:

XXX is concerned with the safety of our employees, his/her passengers, and the public at large.  Therefore, the use of this mobile phone or other communication device (computer, PDA’s, pagers, etc.) provided by XXX while operating any vehicle, regardless of ownership, within the flow of traffic will be limited to emergency situations.  The use of this mobile phone is limited to the employee below and if he/she intends to place or receive a call he/she should pull off the road to a safe location to complete the call.

Business Mobile Phone Use While Driving

XXX has provided a mobile phone for your convenience in conducting business while away from the office.  Recent studies suggest the use of a mobile phone while driving increases the potential for an accident by 400%.  Because XXX is concerned with the safety of its team members, his/her passengers, and the public at large we have instituted a policy to promote safe mobile usage.  This policy applies to: 

· All business phone calls at any time,

· All personal phone calls during business hours,

· All business or personal phone calls while using a company-provided mobile phone at any time,

· All business or personal phone calls while driving a company-provided vehicle at any time.

All employees, including authorized drivers of company owned vehicles, will acknowledge and abide by the following safety operating guidelines:

· The mobile phone will be used only by the designated employee. 

· Personal phone calls will be limited to emergency situations only.

· Driving safety will always take precedence over talking on the phone.

· Suspend conversations during hazardous situations, including, but not limited to, congested traffic, construction, poor lighting, or bad weather.

· Keep any necessary conversation brief.  Allow voice mail to answer the phone until you pull over to a safe location to dial or complete a conversation.

· If you must make or take a call, use the autodial and hands-free option on your mobile phone.  Be sure the phone is positioned within easy reach so you may grasp it without removing your eyes from the road.

· Never take notes or look up information while driving.  If you drop the phone, do not attempt to pick it up until you can pull over and stop safely.

· Advise the person you are speaking to that you are driving.  Keep all conversations as brief as possible.

· Do not engage in stressful or emotional conversations that may divert your attention from the road.

· In precarious traffic situations, hang up without warning.  You can always explain later why you had to disconnect the call.

I acknowledge I have read the above policy and agree to abide by its terms and conditions.

__________________________________


______________

Acknowledged by





Date

Substitute your bank/association/entity name for XXX.

If you do not provide a mobile phone, delete the first bullet in this scenario and replace the first paragraph as follows:

 XXX recognizes many of its employees may use a mobile phone or other communication device (computer, PDA’s, pagers, etc.)  for their convenience in conducting business while away from the office.  Recent studies suggest the use of a mobile phone while driving increases the potential for an accident by 400%.  Because XXX is concerned with the safety of its team members, his/her passengers, and the public at large we have instituted a policy to promote safe mobile usage.  This policy applies to all employees conducting a business phone call while operating a vehicle, regardless of ownership and regardless of whether or not the conversation takes place during normal business hours.  
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