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Company Cell Phone Policy 
Purpose 

This is the Super Cutz cell phone policy and is in effect as of December 13, 2019. This policy will provide 
clarification for the issuance and use of personal and company cell phones. The use of cell phones and 
other wireless devices while driving leads to distractions that can result in traffic accidents. So, while we 
cannot force you to adhere to these rules when you are not on duty, we strongly urge you to do so for 
your own safety and well-being and that of family, friends, and third parties on the roadways.  

 

Applicability 

This policy applies to all company employees. Company employees include full-time or part-time, 
independent contractors, interns, and consultants. All employees are required to sign this agreement 
that they understand and accept the company cell phone policy. 

 

Use of Cell Phones or Similar Devices 

1. General Use at Work 
While at work, employees are expected to exercise the same discretion in using 
personal cell phones as they use with company phones. Excessive personal calls during 
the workday, regardless of the phone used, can interfere with employee productivity 
and can cause the company to miss deadlines. This can also become a distraction for 
other employees trying to complete their work tasks. Employees should restrict 
personal phone calls during work time. Other personal calls should be made outside of 
work unless it is a absolute emergency. To better ensure the effectiveness of meeting 
timelines and completion of work, the company asks that each employee leave their 
phones at their duty station while doing work (ex: lawn care technician would leave the 
cell phone in the truck and a administrative position would leave the phone at their desk 
unless the phone is part of their daily work responsibilities). If an employee decides to 
keep their phone on them throughout the workday, then it is considered acceptable, 
but the employee must accept responsibility for anything that happens to the phone 
and must not allow it to distract them from their assigned work.  

 

2. Unsafe Work Situation 
Super Cutz prohibits employees from using cell phones or similar devices while at any 
work site at which the operation of such device would be a distraction to the user 
and/or could create an unsafe work environment. Such work sites must be secured, or 
the device used only by an employee who is out of harms way at such work 
environments.  
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3. Use While Driving 
All employees are to not use their cell phones while they are operating company 
equipment and/or vehicles. This includes phone calls, texting, or any other function that 
a cell phone or similar device may have that could be a distraction from operating the 
vehicle or equipment. If an employee is caught using a cell phone or similar device while 
driving, they may be subject to disciplinary actions. If a employee is driving alone and 
must take a business phone call, then we advise them to pull over to a safe and 
appropriate location to take the call if it is a necessity.  

 

4. Company Issued Cell Phones 
The company may issue cell phones to employees whose jobs require to have them to 
make business calls to either customers or other employees for work related matters 
during business operations. Cell phones issued by Super Cutz are Super Cutz property. 
Employees must comply with company requests to make their company issued phones 
available for any reason, including upgrades, replacement, or inspection. Employees 
who leave the company for any reason must return their company issued phone. Any 
damage that occurred to the cell phone may be subject to review by the Super Cutz 
administrative team and be determined ill use of the phone such as unjustified damages 
to the phone could result in the employee to replace and/or fix the phone from their 
own financial income. In addition, if the phone is lost or stolen without justifiable 
reasons deemed by the Super Cutz administrative team, then the employee will be 
reliable for replacing the phone at the employee’s expense.  

 

5. Personal Use of Company Own Cell Phones 
Company issued cell phones are to be used for business purposes only. There are 
acceptable occasions outside of operation hours and work that will be acceptable such 
as personal phone calls. If an employee abuses this company courtesy, then the 
employee could be held accountable and receive disciplinary actions. 

 

6. Prohibition of Camera Phones 
Employees may not use any cameras, video, and audio recording devices, or video 
recording features of cell phones, MP3 Players or Personal digital assistants w/wireless 
communication capabilities or other digital devices that contain such capability at work 
that can cause violations of privacy and breaches of confidentiality. Camera and video 
usage will only be allowed for certain tasks such as marketing and promoting the 
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company in a positive manner which must be approved by Super Cutz administrative 
team.  
 
 

7.  Security of Company Issued Cell Phones 
Employees are responsible for the security of Super Cutz issued cell phones and the 
information stored on them. Always ensure that the cell phones have proper security 
access measures in place that are thorough and have complex passwords to ensure 
security protocol. Always know where your company issued cell phone is and that the 
phone is locked and has security measures in place to access the information on the cell 
phone. If the cell phone is ever lost or stolen, you must report it to your manager and 
HR about the lost device. 

 

8. Review of Monthly Charges 
A review of monthly charges on the phone will be conducted by the administrative team 
and owner of Super Cutz. The user must document the business purpose of any activity 
that costs any additional expenses on the upcoming bill. If the expense is not justified, 
then the employee may either be subject to paying for those unauthorized expenses 
and/or disciplinary actions. Any calls or activity that cannot be documented as to why it 
was business related and necessary will be treated as a personal (unauthorized) call or 
usage of the phone and the employee who has done so, must repay the expenses that 
occurred. Any refusal to do so can result in additional disciplinary action or even 
termination.  

 

9. Effect of Policy 
Violations of the foregoing rules will be considered a serious offense and may result in 
the imposition of discipline up to and including termination. 

 

I have read and will abide by the conditions of the Company Cell Phone Policy as defined herein: 

Employee Print Name:  _________________________  Date:  ____________ 

Employee Signature:  _________________________  Date:  ____________ 

HR Administrator:  __________________________  Date:  ____________ 

Updated 12/12/19 - JWP 


