
EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.

TELEPHONE\CELL PHONE USAGE 
POLICY:
Use of the telephone\cell phone for personal calls during work periods is discouraged.  Personal long distance calls may not be charged to EFC.  

Employees whose job responsibilities include regular or occasional driving should refrain from using their cell phone while driving.  Safety must come before all other concerns.  

PROCEDURES:
Employees shall limit personal telephone calls to "break" time.

Long distance bills shall be monitored monthly.

Employees charging long distance personal calls to EFC shall have written reprimand placed in personnel file on first offense and are subject to dismissal on second offense.

Employees are strongly encouraged to pull off to the side of the road and safely stop the vehicle before placing or accepting a call.  If acceptance of a call is unavoidable and pulling over is not an option, employees are expected to keep the call short, use hands-free options if available, refrain from discussion of complicated or emotional discussions and keep their eyes on the road. 

Employees who are charged with traffic violations resulting from the use of their phone while driving will be solely responsible for all liabilities that result from such actions. 
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