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1.0 Policy Statement 
 
The Town of Torbay will assign cellphones for business purposes to Town employees and 
councillors on a case-by-case basis.  The Chief Administrative Officer (“CAO”) will be in charge 
of authorizing the use of cellphones. 
 
2.0 Background 
 
Cellphones are an integral part of the Town of Torbay operations as they are necessary to deliver 
Town services in a responsive fashion even after hours. 
 
3.0 Purpose 
 
To establish a policy for the Town of Torbay that outlines a centralized control over the 
acquisition and use of cellphones by employees. 
 
4.0 Scope 
 
This policy applies to all Town employees and councillors who have access to and/or use cell phones 
or hand-operated electronic devices in the performance of their job duties. 
 
5.0 Definition 
 
"Cell phone" means cellular telephones or other hand-operated wireless communication devices 
that are capable of receiving or transmitting telephone communications, electronic data, mail or 
text messages, and includes hands-free devices, device chargers, and any other equipment issued 
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by the Town of Torbay and necessary for the safe operation of the devices or privately-owned 
devices. 
 
"Hand-operated electronic device" means: 

a) A cellular telephone, 
b) A two-way radio, 
c) A portable global positioning system navigation device, 
d) A portable entertainment device; or 
e) Any electronic device that 

i) Includes a telephone function or is capable of transmitting or receiving e-
mail or other text-based messages; and 

ii) Normally is held in the user's hand during use or requires the user to use his 
or her hand to operate any of its functions. 

 
6.0 Cellphone Assignment Guidelines 
 
The following principles shall apply: 
 

1. Acquisitions of cell phones are to receive prior approval of the CAO. 
 

2. Requests for cellphones are to be made in writing, to the CAO stating: 
 

a) The person/position to whom the cellular phone is to be allocated. 
b) The reason for the acquisition, i.e., how the acquisition will contribute to 

increased efficiencies in operations. 
c) The designated signing authority for monthly charges.  The signing authority 

should be the employee's Director. 
d) The length of the time the cellphone is required, e.g., one month, six months, 

twelve months, permanently, etc. 
 

3. Upon receiving cellphone requests, the CAO will forward the employee requests to 
the Town Clerk for the acquisition of the cellphone. 

 
4. All costs associated with cellphones and peripheral equipment will be the 

responsibility of the Town of Torbay. 
 

5. All purchased equipment will be considered as the property of the Town of Torbay, 
and Directors are responsible for ensuring all equipment is returned to the Town once 
an employee terminates employment with the Town. 

 
6. Employees and councillors are responsible for the proper care and maintenance of a Town 

issued cell phone or hand-operated electronic device and includes taking reasonable care to 
prevent the loss, theft or damage of the equipment. All malfunctions and/or loss should be 
reported to the employee's supervisor as soon as possible. 
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7. All costs associated with the monthly operating and maintenance expenses of the 
communication devices are the responsibility of the Director of Corporate Services. 

 
8. Cellphones are assigned to an individual within a Department.  Any transfer of 

communication device from one employee to another will only be permitted with the 
prior approval of the Departmental Director. This is to ensure that proper 
accountability for the physical asset is maintained at all times. 

 
9. Use of cellphones by employees is intended primarily for work related 

communications.  Incidental personal use of Town devices is acceptable and is subject 
to periodic review by the Town. 

 
10. The CAO may authorize employees to use their own personal devices in instances 

where there is no conflict with an existing cellphone contract already assigned for the 
position.  This provision will be reviewed and assessed regularly at the discretion of 
the CAO. 

 
11. Where an employee has been authorized to use a personal device in the course of their 

employment with the Town of Torbay, they shall receive a monthly reimbursement in the 
amount of $60.  All costs associated with the operation, maintenance and replacement of 
a personal device shall remain the responsibility of the employee. 

 
7.0 Cellphone Use 
 
The purpose of this policy is to ensure the safe and appropriate use of cell phones or hand 
operated electronic devices.  Inappropriate use of communication devices at work can cause 
injuries due to operator distraction and may interfere with the proper and safe use of 
equipment and machinery. 
 
Communication by means of a hand-operated electronic device (including e-mailing or text 
messaging) by a driver of a motor vehicle on company business shall occur only when the 
vehicle is off the roadway and is not in motion; or the motor vehicle is lawfully parked on 
the roadway. Hand-operated electronic devices must not be used by a driver while driving 
except for the purpose of contacting emergency services (ambulance, fire, policy) only. 
 
Specifically: 

a) An employee shall not operate a hand-operated cell phone or electronic device while 
driving a vehicle, unless operated in hands-free mode, or the vehicle is off the roadway and 
not moving or the vehicle is lawfully parked; 

b) An employee shall not have a display screen of a television, computer or other device 
visible to the driver while the vehicle is moving, with the exception of a mounted global 
positioning system or a built-in vehicle system display; 

c) An employee shall not read or view printed material, text, type or write, print or sketch, or 
engage in other distractions while driving a motor vehicle. 
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Employees using cell phones or hand-operated electronic devices are expected to conduct 
themselves in a professional and business-like manner at all times. Employees must respect 
those around them by turning off the devices during meetings, whenever possible, and 
refraining from loud conversations within earshot of others. 
 
Employees are prohibited from making illegal transactions, threats, harassing telephone 
calls or messages or anything else which contravenes the employee conduct policy using 
their cell phones or hand-operated electronic devices. 
 
Most jurisdictions prohibit the use of a cell phone or a hand-operated electronic device by 
the driver of a moving motor vehicle. Employees are responsible for upholding the law in all 
jurisdictions regarding the use of such devices in which they are travelling. 
 
Violations of this policy will be considered a serious offence and will be subject to 
disciplinary action. 
 
8.0 Previous Policies 
 
This policy supersedes and replaces all previous cell phone policies. 
 
9.0  Review of Policy 
 
This policy will be reviewed annually or as deemed necessary. All changes shall be subject to 
final approval of Council. 
 
 
Approval 
 
 
Chief Administrative Officer: ________________________________ 
 
 
Date: _____________________________ 
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