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POLICY/

PROCEDURE

I. Purpose

This policy has been created to outline the Bureau’s policy on cellular phone distribution and the acceptable use of Bureau owned cellular phones.

II. Policy

The Bureau provides a basic cellular phone (the specific model to be determined by the Bureau) to all employees to assist them in keeping in communication from remote locations and also to allow employees to be reasonably available to be contacted outside of business hours.  

The cellular phone is the property of the Bureau, and the Bureau reserves the right to monitor its use.  The cellular phone and the use of the cellular phone are provided for job-related, business purposes.  The Bureau recognizes that very limited or incidental use of the cellular phone by a Bureau employee for personal, non-business purposes may occur.   This use is discouraged and must not interfere with the productivity of any employee.   The use of the cellular phone at any time for anything related to an employee’s secondary employment is prohibited (see secondary employment policy).  Allowing unauthorized persons to use a Bureau owned cellular telephone on premises or from a remote location, including but not limited to friends, family and household members, is prohibited.  The Bureau reserves the right, in its sole discretion, to determine that an employee’s use of the cellular phone is excessive or inappropriate and further reserves the right to take disciplinary action.    

If an employee prefers to use his or her own personal account and equipment for business purposes as well as for personal use, the Bureau will reimburse the employee $15 per month for cellular telephone service.  For an employee in an executive or manager position, the Bureau will reimburse the employee an additional $40 per month to cover Internet access, provided that the employee’s personal account has the data package for access to the Bureau’s exchange server for e-mail.  The employee must provide the Bureau with his or her cellular telephone number to be used for business purposes, and must immediately inform the Bureau of any changes made to that number.   The expectation that an employee be reasonably available to be contacted outside business hours also applies to employees who are being reimbursed for cellular service.

An employee may also purchase his or her own cellular/PDA equipment, but remain on the Bureau account for cellular service (and Internet access for executive and manager positions).  In this case, the Bureau reserves the right to monitor its use, as stated in paragraph two (2) of this policy.

An employee’s use of a Bureau-owned cellular phone constitutes his or her unequivocal and unconditional agreement to abide by this policy.  The President retains the right to change this policy at any time.  An employee’s continued use of the cellular phone constitutes an unconditional acceptance of the policy and any subsequent changes.  An employee who violates this policy may be subject to disciplinary action, up to and including termination.

III. Procedure

Employee using a Bureau provided phone
The designated cellular telephone will be provided through the Administration department.

Employee using personal phone on the Bureau’s account for service

Employee must verify compatibility of equipment with the Administration department. 

Employee using personal phone with reimbursement from the Bureau for service
Reimbursement will occur as a non-taxable item on each paycheck for one-half of the monthly reimbursement amount.  The employee must sign a cell phone reimbursement agreement.

An employee who is eligible to be reimbursed for Internet access must verify compatibility of equipment with the Administration department.

