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SUBJECT: Use of Personal Audio Devices in the Workplace

Numerous complaints have been received from employees about distractions caused by personal
audio devices in the work areas (such as, but not limited to, radios, CD players, MP3 players, etc). In
response to these complaints, we have developed guidelines to address the use of this type of
equipment in the work areas. These guidelines are designed to reduce noise and allow all employees
to work free from noise distractions. As a common courtesy to others, please adhere to the following

guidelines:
« Employees may not use personal audio devices while atiending training classes, msetings or
conferences.

« Employees may not use personal audio devices during personal contact with internal or
extermnal customers,

« All personal audio devices must be equipped with headphones or earphones and may not be
used without them.

« When using headphones or earphones, employees are asked to set the volume of the personal
audio devices low enough so that others are not disturbed.

Participation in radio contests or talk shows is not allowed, and discussion among employees
about current radio events is discouraged.

We appreciate your cooperation in helping us create a work environment free from distractions where
everyone is able to do their best work.



