	CITY OF WHITING

CITY OWNED CELL PHONE POLICY



PURPOSE

The City recognizes that certain positions require that an employee be accessible when away from the office or during times outside scheduled working hours.  For this reason the City may chose to assign cell phones for City business.

CRITERIA FOR ASSIGNMENT OF CELL PHONES

Cell phones may be assigned when the elected official or department head determines either that the job function of the employee requires considerable time outside of the assigned office or work area and it is important to the City that the employee is accessible or the job function of the employee requires the employee to be accessible outside of scheduled or normal working hours.  All cell phones issued by the City shall be provided by a single provider as selected by the Board of Public Works and Safety.  The Board shall designate the available plans for cell phone usage and the Purchasing Agent or Procurement Director shall select the appropriate plan after consulting with the department head. 
USE OF CELL PHONES

A. Cell phone usage should be limited to City business whenever possible.

B. The City recognizes that the employee does not control incoming calls and that at times the interpretation as to whether a specific call is business related may be open to interpretation.
C. The City expects employees to exercise prudent judgment in keeping personal phone calls to a minimum.



REIMBURSEMENT FOR PERSONAL USE

A. Because personal use may be inevitable and it is not always practical to reimburse on a call by call basis, the City will require that any employee with a City cell phone reimburse the City Five Dollars ($5.00) per month.

B. Reimbursement should be deducted from the payroll check of each cell phone holder on a monthly basis by the Clerk-Treasurer.  This reimbursement policy does not apply to sworn police and fire officials.
Note: 
The City aggressively pursues competitive pricing agreements and phone plans which allow the City to pool minutes across all its cell phones.  While some employees are assigned higher minute plans than others, there is no direct relationship to the employee or the position and the plan assigned to his cell phone.
RECALL OF CELL PHONES


The City reserves the right to cancel the cell phone of any City employee for abuse of cell phone privileges or department budgetary restraints.
THEFT, LOSS OR DAMAGE OF CELL PHONE

It shall be the responsibility of the employee to whom the cell phone is assigned to protect the city-assigned cell from theft, loss, or damage.  The City reserves the right to require the employee to reimburse the City for the theft, loss or damage to the cell phone which results from employee negligence as determined upon investigation.
ALL OF WHICH IS APPROVED THIS _______ DAY OF _________________, 2OO9.
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JOSEPH M. STAHURA, MAYOR

____________________________

MARTY JAKUBOWSKI, MEMBER

____________________________

MARK HARBIN, MEMBER

ATTEST: ___________________________________
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CLERK-TREASURER
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