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POLICY STATEMENT: In addition to the Mille Lacs Band of Ojibwe Personnel Policy and Procedure on
Use of Phone, Cell Phones and Mail Systems, it is the policy of Four Winds Lodge to implement specific phone
use procedures and expectations as a way to ensure safety and quality of care provided at the facility.

PURPOSE: The purpose of this policy is to establish uniform procedures to ensure the appropriate use of all
phones/cellular phones.

PROCEDURE: Excessive personal calls during work, regardless of the phone used, can interfere with
employee productivity and be distracting to others. Employees are asked to make personal calls on non-work
time, such as designated breaks, and ensure that friends and family members are aware of the expectation.

Flexibility will be provided in circumstances demanding immediate attention, upon approval of your supervisor.
Employees should use a secure area for private communications.

Employees shall not bring cellular phones into the work areas, unless preauthorized by their supervisor.
Employees are expected to leave cellular phones locked in their vehicle, in the break room or left at home.

In NO circumstance are clients allowed to use staff cell phone.
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