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Cellular Telephones

District-owned cellular telephones may be purchased and authorized for staff use in accordance with the
following:

Céellular Telephone Authorization

Cdllular telephones may be assgned or made avail able on atemporary basis by the chief financial officer
when it is determined that:

1. Theassignment of acellular telephone to the employee isa prudent use of district resources,

2. The employe€ sjob responsibilities require the ability to communicate frequently and access to a
didrict or public telephone is not readily available;

3. Theemployee sjob respongbilities involves stuations where immediate communication is necessary
to ensure the security of district property or safety of Sudents, staff or others while on didrict
property or engaged in district-sponsored activities

Cellular Telephone Use

1.  Cdlular telephones are provided specificaly to carry out official district business when other means of
communications are not readily available. Cellular telephones may not be used for routine
communications.

2. Cdlular telephones are not to be used when aless costly alternative is readily available, unless as
otherwise necessary for safety or emergency circumstances.

3.  Personal use of cellular telephonesis limited to making or receiving calsfor family emergency
purposes, including contacting afamily member or child care provider to advise that the employee is
going to be late arriving home or picking up children for a reason directly related to hisher officid
district duties, i.e., a meeting which runs later than expected or a last minute schedule change.
Whenever possible, such calls should be made or received on district or other public telephones.

4.  Cellular telephones are not to be used for conversations involving district information of a
confidentid nature.

5.  Cdlular telephones are not to be loaned to others.
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Employees issued a cellular telephone are responsible for its safekeeping at all times. Defective, lost
or solen cellular telephones areto be reported immediately to the chief financial officer who will in
turn notify the service provider.

Cdlular telephones issued for employee use are to be returned to the chief financia officer at the
conclusion of the school year, activity or as otherwise specified.

Cellular telephone users are to comply with all laws pertaining to safe driving.

Privately-Owned Cellular Telephones

1.  Didrict employees may be reimbursed for use of privately-owned cellular telephones to conduct
didrict businessin accordance with Board policy and this regulation, with prior approval of the chief
financial officer.

2.  Persond use of privatey-owned cellular telephones by employees authorized to use such equipment
for district businessis redtricted to lunch, breaks or other such times when the employee is not on
duty.

3.  Thedistrict isnot responsible for theft, damage or loss of any kind to privately-owned cellular
telephones.

Reimbursement

1.  Onamonthly basis, all personal calls are to be highlighted on the billing Satement by the user.

2. Thecost of all persond cdls made/received by the employee are to be totaled and a check written for
that amount to the district.

3. The check, dong with the highlighted copies of the monthly billing statement are to be submitted to
the chief financial officer for review and recommendation for gpproval.

4.  The check and hilling statement are to be forwarded to the chief financial officer for final approval
and the check credited to the gppropriate account.

5. Reguestsfor reimbursement for authorized use of employee-owned cdlular telephones are to be
submitted on district-provided forms, available through the office and accompanied by a copy of the
billing statement with the digrict business-related calls highlighted. A notation for each highlighted
entry, indicating the nature of the call is required.

6.  All requestsfor reimbursement, including the highlighted billing statement must be submitted within
30 days of the end of the time period for which reimbursement isrequested. Requests submitted after
the reimbursement deadline has passed will be denied.

7. District reimbursement for authorized use of employee-owned cellular telephones will be made within

30 days.
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