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Cell Phone Use Policy

Introduction:

Cell phones are everywhere - in pockets, purses or hanging from belts - and provide many options for continuous and immediate
connectivity to both our personal and professional lives. Through texting, constant Internet access and countless applications, cellular
technology offers immense business value as well as the opportunity for costly business distractions. It is each team member’s
responsibility to appropriately manage the use of this technology during work hours in accordance with the following policy.

Section 1: General Use at Work

AVI's policy is that personal cell phone use is to be kept to a minimum during the work day to avoid disruption of focus to our team
members’ job duties and performance. Personal cell phone use during work hours should be reserved primarily for emergencies and
audible ringers on cell phones should be turned off during the work day when on site at AVI or client locations.

Examples of acceptable personal use of cell phones include: Examples of unacceptable personal use of cell phones include (but are
e  Family emergency calls (ex. sick child) not limited to):
e Personal email, phone call or text during the team o Non-emergency, personal phone calls, texts or emails during
member’s break business hours
e Text, email or phone call to let your family know ®  Social media (Facebook, Instagram, Twitter, Snapchat), blog,
that you are staying late IM or similar communications for non-AVI purposes
e Use of AVl email, calendar, etc. via cell phone e Playing games

If you have any questions about whether or not your cellular use is acceptable, ask your manager prior to use.

Section 2: Unsafe Work Situations

Some team members work with or near dangerous equipment that poses mechanical, heat and other health risks. Under all conditions, cell
phone usage is strictly prohibited within the operating range of such equipment.

Section 3: Cellular Use While Driving

Some team members are required to drive as a part of their job duties. It is against AVI policy to initiate and conduct calls, text/IM, email,
check Facebook, etc. while operating a vehicle. Team members should always safely park their cars prior to using their cell phones in any
way, without exception. Calls may be continued while driving provided the team member is using a hands-free device. The team member
is responsible to ensure that these conversations do not distract in any way from safely operating the vehicle. The team member is solely
responsible for any fines or damages as a direct or indirect result of cell phone use while driving. Truck drivers are not permitted on their
cell phones at all while driving. Finally, the majority of states have laws prohibiting texting while driving and several states prohibit use of a
cell phone unless it is hands-free. It is the team member’s responsibility to follow all applicable laws.

Section 4: Cellular Use at Client Locations
It is critical that AVl maintains a professional service image to our clients. AVI team members may not use their cell phones in areas visible
to clients or customers, unless the use of the phone is to provide information assistance to the client or customer.

Section 5: Use of Cell Phone Cameras & Video

Cell phone camera and video usage puts AVI proprietary data, client data and team member privacy at risk. Therefore, it is a violation of
AVI policy to record or videotape conversations, phone calls, images, or company meeting with any recording device (including, but not
limited to, a cellular telephone, PDA, digital recording device, digital camera, etc.) while working or conducting company business. It is
likewise a violation of company policy to record or videotape conversations, phone calls, images, or company meetings regarding our
customers, vendors, suppliers, or trade secrets, or in violation of state or federal law. It, however, is not a violation of AVl policy to
otherwise use a recording device to lawfully exercise rights guaranteed to you under Section 7 of the National Labor Relations Act.

I have read and received a copy of AVI's Cell Phone Use Policy. | understand that any deviation from this policy may result in disciplinary
action up to and including termination.
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