
                                 
CITY OF ESTEVAN  

POLICIES AND PROCEDURES MANUAL 
 
 

POLICY   # 2012-40 
 

SUBJECT:  CELLULAR PHONES   
 

BACKGROUND 
 

In an effort to enhance communications and increase efficiency, the City of Estevan provides 
cellular phones to employees in the following circumstances: 
 
 The person’s job requires consistent communication beyond their regularly scheduled hours of 

work. 
 The person’s job requires that time be spent away from their Office location on a Regular Basis 

and away from a phone. 
 The person’s job requires regular travel on City business. 
 The person’s job requires that they have to give approvals, advice and guidance on a daily 

basis and downtime of other employees will occur if the person can not be contacted. 
 The person’s job is involved in Information Technology maintenance.  
 The person’s job is involved in Emergency Services. 

       
On January 1, 2017, the provincial government strengthened cellular phone legislation expanding the 
definition of cellular phone use.  The new law prohibits drivers from holding, viewing, using, or 
manipulating a cellular phone while driving. The use of handheld mobile devices while driving is 
prohibited. Experienced Drivers are permitted to use hands-free cellular phones if they are activated 
with voice commands or one touch, and are dashboard, visor or cradle mounted.  

GOALS 
 

1. Provide cellular phones to those employees whose duties require that they carry cell phones. 
2. Increase productivity and reduce costs 
3. Provide guidelines for work activities recognizing that they are guidelines and circumstances 

may justify and require uses outside of the guidelines. 
4. Effective communications. 
5. Safe cellular phone use. 
6. Guidelines for personal use of cell phones during the workday. 

 
GUIDELINES 

 
1. City paid cellular phones will be used on an “as required” basis to perform all necessary 

tasks associated to their position. 
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2. Cellular phone numbers will not be advertised or made available to the general public. 
Employees are not permitted to provide cell phone numbers to the general public as a point 
of contact with exception of the Mayor’s cell number it can be published and provided. 

3. Other staff members will use the cellular phone on an “as required” basis to perform work 
related tasks. Acceptable use guidelines apply to all communication within the City of 
Estevan.  

4. Long Distance from a cellular phone will be on an “as required” basis as circumstances 
warrant for business purposes. 

5. Should a personal long distance call be made on a City cellular phone, that employee shall 
re-imburse the City for all long distance charges. 

6. Employees may carry personal cell phones during working hours and are only allowed to use 
their cell phone for non-City related issues during coffee and lunch breaks or in the event of a 
family emergency.  Personal texting or making personal cell phone calls on City time is 
strictly prohibited. 

7. Unless written permission has been given by the Business Division Manager in conjunction 
with Information Technology, personal cellular phones, tablets, and/or other devices are not 
permitted access onto the City of Estevan’s network 

8. Employees are prohibited from holding, viewing, using, or manipulating a cellular phone 
while driving in accordance with Provincial legislation. Experienced Driving Employees are 
permitted to use hands-free cellular phones if they are activated with voice commands or one 
touch, and are dashboard, visor or cradle mounted. 

 
ACCOUNTABILITY 

 
1. Each employee using a cellular phone for work purposes shall comply with the established 

guidelines and understand that usage shall be justified. 
2. Employee cellular phone use shall be in compliance with Employee Internet Usage Policy as 

well as other relevant City of Estevan policies and procedures. 
3. Employees not following the guidelines without justification will have City owned phone 

removed or may be prohibited from carrying their personal cell phones during working hours 
and will be subject to the City of Estevan Discipline Policy.  

4. Police, fire and medical services personnel will be exempt from the provincial legislation 
related to cellular phone use while performing their duties. 

5. Any driver calling 9-1-1 to report an emergency is also exempt. 
 

 
CONDITIONS 

 
1. The City of Estevan reserves the right to retrieve all data usage details and/or call logs made 

on cellphones that are issued by the City. While the employee is responsible for the care of 
the cellphone, the City of Estevan maintains the rights to the device and all data that is 
registered to the respective number. in extenuating circumstances only (ie: harassment 
investigations, complaints regarding inappropriate usage, etc.) 

 
2. Employees who have permission from the City Manager to use their personal cellphones to 

carry out their duties for the City of Estevan and for which the City pays for the monthly 
rental charges shall be required to provide data usage details in extenuating circumstances 
only (ie: harassment investigations, complaints regarding inappropriate usage, etc.)  All other 
rules of cell phone usage shall apply to those employees. 
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APPROVED BY COUNCIL 
 
RESOLUTION #    2012-94              DATE:  February 21, 2012 
 
AMENDING RESOLUTION #    2017-611                     DATE:  August 14, 2017 
 

 
 

DISTRIBUTION 
 
Policy Manuals, Copies to all Department Heads for circulation to Staff 
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SCHEDULE ‘A’ 
 

SAFE CELLPHONE GUIDELINES 

1. Position your cell phone within easy reach. 
If you get an incoming call while driving let your voice mail answer it for you and/or pull 
over if driving when it is safe to do so.  If absolutely required, a Bluetooth headset or other 
handsfree device is the only acceptable method to answer calls safely if they are activated 
with voice commands or one touch, and are dashboard, visor or cradle mounted.  Remember, 
the cell phone is a tool for your use, not something that has to be answered or responded to in 
unsafe situations.   

2. Do not engage in stressful or emotional conversations that may be distracting.  
Stressful or emotional conversations and driving do not mix — they are distracting and even 
dangerous when you are behind the steering wheel. Make people you are talking with aware 
you are driving and if necessary, suspend conversations which have the potential to divert 
your attention from the road. 

 
 
 


	CITY OF ESTEVAN
	POLICIES AND PROCEDURES MANUAL
	POLICY   # 2012-40
	SUBJECT:  CELLULAR PHONES
	BACKGROUND
	SCHEDULE ‘A’


