#44 CITY OF WANAMINGO
CELLULAR TELEPHONE POLICY

Purpose 

The purpose of this policy is to provide guidance with regard to who has cellular telephone privileges and City expectations of those with cellular telephones. Cellular telephones are assigned to employees who must remain accessible due to the nature of their duties and/or those who must be available for emergency response or consultation.

The program provides a cellular telephone or cellular telephone allowance to full time employees as determined by the City Council. In order to effectively facilitate this program, cellular telephones and cellular telephone allowances will be handled by the City Council.

City Expectations

Employees are expected to keep their cellular phone turned on at certain times to assure that they can be reached. 

Using a cellular telephone while driving a City Owned vehicle is prohibited. 

Employees in possession of City cellular telephones are required to care for the telephone in a responsible manner, and to take appropriate precautions to prevent theft, damage, and vandalism. 

The City reserves the right to monitor the use of all City-owned cellular telephones. 

City-Provided Cell Phones 

Employee Responsibilities: City-owned cell phones may be taken out-of-state and used for business purposes only. 
Employees are required to return the cellular phone when they leave employment.

Cellular transmissions are not secure. Employees should use discretion in relaying confidential information. 

In the event that a City-owned cell phone is lost, stolen or damaged, the employee is responsible for reporting it to the City Administrator.

As with a regular telephone system, limited incidental and occasional personal use of the cell phone may occur. These calls should be limited to a short reply. Frequent or lengthy calls for personal reasons during work time are a violation of this policy. 

Cell Phone Allowance 

The cell phone allowance program is given to full time employees as determined by the City Council for the use of their own personal cellular phones.

Allowance Amount: The City of Wanamingo will pay an allowance to the employee’s monthly plan in the amount of the monthly bill, up to but not exceeding $50.00 per month. The annual stipend for all cellular phones shall be as set forth from time to time by the City Council.

Employee Responsibilities: A copy of the employee's service agreement must be provided for stipend activation. 
Employees must keep the City informed of their personal cell phone number, and any changes to that number, so that they can be reached as expected and needed. 
The employee is responsible for assuring that their cell phone is in good working order. In the event a personal cell phone breaks, quits working, or is lost/stolen, the employee must notify their supervisor and the City Administrator. If the employee is without a cell phone for more than one week, the City will suspend payment of the cellular phone allowance until a replacement phone has been obtained and is activated.

Employees with a cellular telephone allowance are responsible for all of the costs associated with the cellular telephone plan they choose. For example, lost or stolen phones, phones that break or quit working, plan penalties, activation fees, excess charges, etc., are all the responsibility of the employee. The City of Wanamingo is only responsible for the approved “cellular telephone allowance.”

City Administrator Responsibilities: The City Administrator is responsible for reimbursing employees their monthly stipends.
Taxability: The value of an employer-provided cell phone, provided primarily for non-compensatory business reasons, is excludable from an employee's income as a working condition fringe benefit. (IRS Pub. 15-B (2014). *For personal phones for which an employee receives a stipend, the stipend amount will be a non-taxable reimbursable business expense under an accountable plan. (IRS Pub. 15 Pg. 14)
*For City-provided phones, personal use other than for emergencies and more than what is considered “minimal” will be a taxable benefit unless an itemized reimbursement is made to the City.  

Personal Cell Phones at Work 

Employees should make every effort to assure that their personal cell phone is not disruptive to co-workers during work hours or interferes with the employee completing their own work. Employees that BYOD should take extreme precautions against breached security or virus transfers. Under the Minnesota Data Government Data Practices Act, any electronic device that generates city data could become discoverable whether or not the device is owned by the city or by the employee.
The City of Wanamingo Cell Phone Policy was adopted on October 5, 2015 by the Wanamingo City Council.

/s/ Ryan Holmes
Mayor
/s/ Michael Boulton
City Administrator
CITY CELL PHONE AGREEMENT

The City of Wanamingo is pleased to offer you the use of the City Cell Phone or Stipend.  It represents the City of Wanamingo’s trust in you and your empowerment as a responsible employee to the City to safeguard and protect the City’s assets.

I, ____________________________________, herby acknowledge receipt of the City of Wanamingo’s  Cell Phone Policy.  As an employee, I agree to comply with the terms and conditions of this policy.  I acknowledge receipt of the Policy and confirm that I have read and understand its terms and conditions.  I understand that the City of Wanamingo and I are jointly and severally responsible for all charges made by me.

As a user of the City’s cell phone or stipend, I agree to accept responsibility for the protection and proper use of the cell phone as outlined in the Policy.  I understand that the City of Wanamingo will audit the use of the cell phone and under the Minnesota Data Government Data Practices Act, any electronic device that generates city data could become discoverable whether or not the device is owned by the city or by the employee.

I further understand that improper use of the cell phone or stipend will result in disciplinary action, up to and including termination of employment.  I understand that the City of Wanamingo may terminate my right to use the cell phone or stipend at any time for any reason.  I agree to return the cell phone to the City of Wanamingo immediately upon request or upon termination of employment.

__________________________________

_________________________

Signature





Date

__________________________________

Print Name
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