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Richland Lutheran Church will provide a company cell phone for accepting emergency calls 
after hours and weekends to those that are designated as on-call, usually the Lead Pastor and 
Associate Pastor.    Other circumstances may apply, however, all users are bound by the 
following policy. 
 
PERSONAL USE OF COMPANY-PROVIDED CELL PHONES 
For business and tax reasons the personal use of company-provided cell phones is not 
permitted. Phone records may be audited for compliance. If an employee experiences a 
personal emergency that requires use of the business cell phone, they are required to report 
this to their supervisor.  Failure to report such use may result in disciplinary action up to and 
including termination. Employees in possession of Company cell phones are expected to protect 
the equipment from loss, damage or theft. Upon resignation or termination of employment, or 
at any time upon request, the employee must return the equipment. 
 
CELL PHONES AND DRIVING 
Employees whose job responsibilities include driving and who must use a cell phone for 
business use, are expected to refrain from using their phone while driving. Allow voice mail or 
your passenger to handle calls when possible. Safety must come before all other concerns. 
Regardless of the circumstances, including slow or stopped traffic, 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 a safe option, 

 Use hands-free devices 

 Use the voice-activated or “speed dial” feature 

 Keep the call short 

 Do not take notes, text message or e-mail while driving 

 Refrain from discussion of complicated or emotional issues 

 Keep eyes and attention on the road and both hands free to operate the vehicle 
 

Special care should be taken in situations; 

 When there is moderate to heavy traffic 

 Inclement weather 

 Driving in an unfamiliar area 
 

In situations where employees drive and accept phone calls, state law, as well as this policy, 
requires the use of “hands-free” equipment. Under no circumstances are employees allowed to 
place themselves at risk to fulfill business needs. 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. Violations of this policy will be subject to discipline, 
including termination. 
 


