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ST. LAWRENCE COUNTY POLICY FOR COUNTY-OWNED 
USE OF CELLULAR TELEPHONES
I. Overview:
This policy governs the purchase or lease, assignment, maintenance, and use of St. Lawrence 
County-owned cellular telephones and equipment related to cellular telephones. In addition, it governs the responsibilities and parameters for St. Lawrence County employees assigned cellular telephones as part of their employment with the County. In order to assure proper use of these cellular phones, the following policy and procedure will be enacted:

II. Assignment of County-Owned Cellular Telephones:

A. Eligibility:  The determination of employees that shall be eligible for assignment of a St. Lawrence County cellular telephone shall rest solely with the County. The assignment of a cellular telephone or the availability of cellular telephones to employees shall not create any continuing obligation on the part of St. Lawrence County to provide a county-owned cellular telephone in the future.

Any Department Head who considers the assignment of a county-owned cellular telephone to any of his/her departmental staff shall consider the following criteria to determine if the assignment is appropriate:

1. If an employee is required to spend a significant amount of time working away from an accessible line telephone; and/or
2. There is a regular business need for the staff member to have the cellular telephone during these periods of time; and/or
3. Staff who conduct home visits as part of the duties of their job shall be considered for a cellular telephone when in the field; and/or
4. The value of having the cellular telephone must outweigh the cost, both monetary and administrative, of the telephone.

It is the policy of St. Lawrence County to provide employees, where deemed appropriate, cellular telephones for the purpose of increasing work performance and efficiency. Such provision is done pursuant to the discretion of the Department Head and the budget allocation granted by the Board of Legislators.
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B. Assignment of County Owned Cellular Telephones: County-owned cellular telephones shall be used for County purposes only and shall be assigned by the Department Head. Cellular telephones purchased and/or made available to employees become the responsibility of the Department and the designated employee(s). If a Department Head determines an employee should either have the use of a cellular telephone or the availability of a cellular telephone, the Department Head shall provide and review the policy with the employee and have the employee sign the acknowledgement of receipt. For employees who already have a cellular telephone owned by St. Lawrence County, the Department Head shall take these actions within thirty (30) days of the adoption of the policy.  Employees must immediately notify their Supervisor when it has been determined that the cellular telephone has been lost or stolen. Additionally, the Department Head shall ensure the signed original policy is in the employee’s personnel file, a copy to the Department, and a copy to the employee.
C. Return of County Owned Cellular Telephones: Any employee who has been assigned a county-owned cellular telephone and any cellular telephone components owned by St. Lawrence County shall return all items promptly upon request from the Department Head or the County Administrator or upon separation from St. Lawrence County employment. In addition, employees may be required to produce a county-owned cellular telephone for inspection at any time, upon request.
III. Maintenance and Use of County Owned Cellular Telephones:

A. Maintenance: Any employee who is assigned or utilizes a county-owned cellular telephone shall exercise reasonable and prudent care to maintain such telephone in good working order and protect it from damage and/or theft.

B. Use: County-owned cellular telephones are provided to employees as a tool to carry out the business of St. Lawrence County when other communication options are not reasonably available. They are not provided for the personal benefit of the employee, except for emergency situations. 
C. Compliance with Laws: Employees shall comply with all Federal, State, and/or Local laws, rules and regulations governing the use of cellular telephones. An employee who is charged with a violation of any such law, rule or regulation will be solely responsible for any liability associated with the violation.
IV. Purchases or Leasing:

When a Department Head would like to obtain a new or replace an existing cellular telephone for a county employee, a St. Lawrence County Cell Phone Request Form must be completed and forwarded to the County Administrator. This form, upon approval, will be returned to the Department Head. The form should be forwarded to the IT Department for review and recommendation.  Purchasing and the requesting Department may coordinate the purchase or lease to obtain the county-owned cellular telephone(s). A copy of the form is attached to the Policy as Exhibit 1. Departments should no longer deal exclusively with cellular telephone vendors. Employees may not alter the terms of the package agreement of the County.
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 V. Department Head Responsibilities:
 Department Heads have the following responsibilities under this policy:
A. Policy Distribution: Each Department Head shall post a copy of this policy in one or more prominent location(s) within the department.  In addition, each Department Head shall follow the description under Section II, Part B. 

B. Compliance: 
1. Take action to enforce this policy, as needed, which may include providing training regarding the terms of this policy, and counseling and/or disciplining employees who are not complying with the policy.

2. Monitor any County cellular telephone bills relating to departmental usage to ensure that usage is appropriate and compliant with this policy.

I have received and read a copy of the St. Lawrence County Policy for County-Owned Use of Cellular Telephones and agree to follow all policies and procedures that are set forth therein. I am aware that violations of the policy may subject me to disciplinary action, up to and including discharge from employment.

I acknowledge receipt or possession of the following cellular telephone(s) and any related equipment:

Employee Signature:



Employee Printed Name:



Date:



Original to Employee’s Personnel File
Copy to Employee
Copy to Department
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ST. LAWRENCE COUNTY OWNED CELLULAR TELEPHONE 
REQUEST FORM

Please check one: ____New phone request     ____Replacement phone request    ____Mobile Hotspot
Department Name:



Employee to receive the phone:



Employee Title:



Date phone needed:



Justification for assignment of phone:
Department Head Approval:



Date:




Return completed form to the County Administrator for approval.
Administrative Approval:



Date:



Exhibit 1
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