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I.
PURPOSE

To provide employees with a means of communications outside of the District without creating disruptions in the workplace.

II.
SCOPE
This policy applies to all employees of the District.

III.
POLICY

It is the policy of the District to place telephones in all District facilities for reasonable use by employees.

IV.
GUIDELINES

A.
Telephones are placed in all facilities so that employees may complete their assigned duties and communicate with others outside the District.

B.
District-assigned cell phones are to be used primarily for District-related business.  If the employee’s personal use of the cell phone results in the District incurring additional expense, the employee shall be responsible for reimbursement to the District.

C.
At times it may be advantageous for personal cell phones to be used while conducting District business.  The District shall reimburse any additional costs incurred due to District use.  However, at no time shall an employee use the personal cell phone for personal or private business use while dealing with the public.

D.
District telephones may be used for personal calls, as long as their use does not interfere with the effective operation of the employee’s normal daily activities.  Additionally, employees may not conduct other business on District phones.  
E.
Employees are encouraged to be considerate of the needs of other employees, therefore limiting their calls to a reasonable duration.  
F.
Long distance personal phone calls shall be limited, and the employee shall charge the calls to a personal credit card.
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