
 

 

IVY PREPARATORY ACADEMY 
Board Policy 

Cell Phone, Tablet and E-Device Usage 
 

The use of any and all electronic devices, including telephones, cell phones and tablets is 
covered by Ivy Prep’s Electronic Resources or Acceptable Use Policy as well as the additional 
specific policies below. Use of any such devices may not interfere with the normal course of 
business. 
 

While you are at work, you are expected to be performing your job duties and responsibilities. 
Personal calls, both incoming and outgoing, whether on a school device or your personal device 
must be kept to a minimum, should be confined to meal and break periods and must not 
interfere with your duties and responsibilities or school policies. 
 

Staff members should never allow a scholar or co-worker to handle their devices; school or 
personal. 
 

Cameras and camera phones, tablets or other e-devices should be used with discretion in the 
workplace, except by an employee who is specifically required to take a photograph or make a 
video. Anyone improperly using these electronic devices during business hours may be subject 
to disciplinary action. 
 

Cellular telephones and tablets or other e-devices provided to employees by the school are for 
business purposes only. They are not to be used for non- work-related communications, unless 
circumstances arise as described below. 
 

E-mails and text messages may not be reviewed, drafted or sent while operating a vehicle. 
 

Using a cellular phone while operating a vehicle is strongly discouraged. Employees should plan 
calls either prior to traveling or while on rest breaks. Ivy Prep is committed to promoting highway 
safety by discouraging the unsafe use of cellular phones by its employees. While the school 
recognizes that some employees may perceive a business need to use cellular phones while 
driving, safety must be the first priority. 
 

If an employee needs to make a phone call while driving, the individual must find a proper 
parking space first. Cell phone calls while driving are strictly prohibited in the absence of a 
hands-free device. Further, stopping on the side of the road is not acceptable, unless you stop 
in an authorized parking zone. The only exception is for genuine emergencies, such as an 
accident or a car breakdown. Employees with hands-free phones may make brief phone calls 
while driving, but must park when road conditions are poor, traffic is heavy, or the conversation 
requires concentration. If an employee gets into an accident while on a business call, it will not 
be the liability of the school. 
 

Employees in possession of school cellular phones and tablets or other e-devices are required 
to take appropriate precautions to prevent theft and vandalism of all school equipment. 
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