(NAME OF MUNICIPALITIY)
Cellular Telephone Policy
Purpose and Scope:
It is the policy of the (insert name of municipality) to provide the most consistent convenient and cost effective cellular telephone service, and to establish and communicate the responsibilities of the employee for its usage.

Policy:

Cellular phones that are purchased by the (insert name of municipality) are the property of the (insert name of municipality) and must be returned upon separation of employment.

For safety purposes, wireless telephone use is not permitted while operating a car or other motor vehicle.  All necessary business phone calls must be made before leaving the previous location or after arriving at the next destination.  In the event an employee must take or receive a call while driving, he/she must find a safe place to pull over and stop the vehicle.

Cellular phone “courtesy” should be practiced at all times.  When other individuals are present, employees should refrain from talking loudly or in an offensive manner.

Damage, Loss or Theft:

Employees are required to take appropriate precautions to prevent theft and vandalism of equipment.  Loss or stolen cellular phones should be immediately reported to the employee’s supervisor or Human Resources.
Employees found to be negligent with their equipment could be charged with the replacement of lost or stolen equipment before their service is re-established.

Personal Use:

The (insert name of municipality) has purchased sufficient cellular packages to meet its requirements; therefore personal calls should be kept to a minimum.  Any overage, long distance, roaming or other charges accessed on the bill will be the employees’ responsibility to pay.  Failure to reimburse the (insert name) for additional charges, in a timely manner, will result in the loss of your cellular phone service.
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NOTE:  This document is not intended to be legal advice.  It does not identify all the issues surrounding the particular topic.  Public agencies are encouraged to review their procedures with an expert or an attorney who is knowledgeable about the topic. Reliance on this information is at the sole risk of the user.
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