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            PHONE USE POLICY
You are NOT permitted to use a client’s telephone. If you MUST make a phone call, please call the office to request that we make the call for you. 

Long distance calls from a client’s home or cell phone are prohibited (this includes accepting collect calls). Use of *67, *69 and any other * services, 900 number and three (3) way calling are prohibited. Violation of this policy is grounds for immediate termination. 

It is against company policy to give the phone number of a client to family and friends. You may NOT receive personal calls (local or collect) while at work on the client’s phone or your personal cell phone. 

                                   CELL PHONE USE POLICY

While working with the company’s clients you will: 
-Never use a cell phone while driving

-Not use cell phones for surfing the internet, gaming or texting during work hours

-Not use the cell phone for personal tasks

-Not use cell phone to record confidential client information 

We realize cell phones can be a great tool for our caregivers. We encourage our caregivers to use cell phones when: 

-Making or receiving calls to contact the office

-Work related communication, such as text messaging or calling the office in appropriate places and situations

-Keep track of works tasks

-During your meal breaks

Disciplinary Action: 

Improper use of cell phones may result in disciplinary action. Continued use of cell phones at inappropriate times or in ways that distract from work may lead to having cell phone privileges revoked or in worst case scenario removal from the client’s case. 

I acknowledge that I have read and understand the Phone/Cell Use Policy. I agree to abide by this policy and understand that failure to do so can and will result in immediate termination of employment and possible legal action. 

_____________________________________
           _____________________

Caregiver  Signature




Date

______________________________________
_____________________

Supervisor Signature




Date 
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