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ADMINISTRATIVE GUIDELINE

Title:  Wireless Telecommunication Devices

(Cell phone, Blackberries, Treo’s)
Effective Date:  March 26, 2008
Responsibility: Superintendent of Business

1.
Rationale
1.1
Over the past decades, there have been significant changes in WTD technologies, affecting their cost and usage. The speed at which new WTDs are developed, for example, has tended to reduce the length of time devices are retained by users and increased the overall cost of ownership. At the same time, the capabilities of these devices have grown significantly, raising concerns about their safe and appropriate use. WTDs, such as cell phones, blackberries and treo’s can be effective business communication resources when conventional telephone service is not available. However, their relatively high cost compared to regular communications services, combined with the rapid incorporation of new technical features, means that the Board must ensure that they are used cost-effectively, safely and appropriately. Recognizing that cellular technology is an integral part of business today, guidelines are necessary to assist in the deployment of phones throughout the organization. The purpose of this guideline is to establish and provide the most consistent, convenient and cost effective WTD services possible to the management and staff of the Near North District School Board. 

2.
Objectives
2.1
To provide guidelines to users who have been assigned a WTD to conduct business. 

2.2
Apply standards to the WTD and service agreements used by employees of the Near North District School Board.

2.3
Provide a system for monitoring WTD usage patterns so that plans can be routinely modified to better meet the needs of the Board.

2.4
Ensure that the Board’s acquisitions of WTD services are cost-effective. 

2.5
Provide an internal system for purchasing WTD services and gaining access to repair services.
2.6
Establish a system for monitoring future developments in WTD’s and selecting those that meet the needs of the Near North District School Board. 

3.
WTD Vendors
3.1
To facilitate accomplishment of the above objectives, the Near North District School Board may at its discretion enter into contacts with WTD service providers.  
3.2
During the period when one or more of these contracts is in force, the Board will only purchase WTD’s or WTD telephone service agreements for use on the basis of these contracts. 

4.
General
4.1
The Board requires some of its employees to use WTD on a regular basis in order to carry on the business of the Board.

4.2
The Board will supply and maintain a WTD for each employee who is required to use a WTD on a regular basis for Board business.

4.3
The Board provides WTD to employees for business purposes only.

4.4
Employees in the following positions may be required to use a WTD on a regular basis in order to carry on the business of the Board:


4.4.1
Chair of the Board of Directors


4.4.2
Director of Education

4.4.3
Superintendent 

4.4.4
Manager

4.4.5
Supervisor/Officer

4.4.6
Principal/Vice Principal

4.4.7
Custodial/maintenance Staff as required & approved by their immediate 
supervisor
4.4.8
Other positions as required & approved by their immediate supervisor
5.
Employee entitlement to cellular phone:
5.1
A director, superintendent, manager, supervisor or principal who requires an employee to use a WTD to carry on the business of the Board shall:

5.1.1
authorize the employee to have the WTD and authorize the related charges to be made to his/her department/location budget ensuring budget dollars are available for the purchase of the hardware and the monthly cost of the device over the term of the contract (2 to 3 years).
5.1.2
have the employee sign the acknowledgement section of the attached WTD Form acknowledging his/her understanding of and agreement to the conditions and procedures in the document.

5.1.3
submit a request for the WTD to the Supervisor of Purchasing. 

6.
Board-owned WTD
6.1
All Board WTD purchases and plans are coordinated through the purchasing department.   Purchasing shall manage the acquisition, technological review; assist with repair issues, changes and accessories, cancellation and suspension.  

6.2
WTD and accessories belong to the Board and are to remain with the department/location or returned to the purchasing department for future re-assignment if an employee leaves a department/location.  Complete the attached form and submit to the purchasing department indicating action to be taken. Monthly charges will continue even if WTD is not in use. 
7.
Personal use of Board-Provided WTD
7.1
Where job or business needs require immediate access to an employee, the Board may issue a business WTD to an employee for work-related communications.  In order to protect the employee from incurring a tax liability for personal use of the equipment, such devices are to be used for business reasons only.  
7.2
The use of Board owned WTD to make or receive personal calls is discouraged, although it is understood that periodic usage for personal reasons may be necessary.  Phone logs will be audited regularly to ensure no unauthorized use has occurred.  Employees should not assume electronic communications are completely private.
7.3
The Board shall be reimbursed for personal calls where there is a cost to the Board.    

7.4
Employees in possession of Board equipment such as a WTD are expected to protect the equipment from loss, damage, or theft.  Upon relocation within the organization, resignation or termination of employment, or at any time upon request, the employee will be asked to produce the device for return or inspection.  Employees unable to present the phone in good working condition within the time period requested (i.e. 24 hours) may be required to personally bear the cost of a replacement. 

7.5
Employees who separate from employment with outstanding debts for equipment loss or unauthorized charges will be considered to have left employment under unsatisfactory terms and may be subject to legal action for recovery of the loss.
7.6
Employees given a WTD for use in their daily work also take personal financial responsibility for any loss or damage and shall report the incident immediately and replace the lost or damaged unit.
7.7
Upgrading equipment prior to the end of the original term of the agreement is not acceptable. 

8.  
Prohibited Communications

Remote technology cannot be used for knowingly transmitting, retrieving, or storing any communication that is:

8.1
Discriminatory or harassing;

8.2
Derogatory to any individual or group;

8.3
Obscene, sexually explicit or pornographic;

8.4
Defamatory or threatening;

8.5
In violation of any license governing the use of software; or 

8.6
Engaged in for any purpose that is illegal or contrary to the Near North District School Board’s policies or business interests. 

WIRELESS TELECOMMUNICATIONS DEVICES (WTD)
Complete this form and return to the Purchasing Department.

School/Department: ____________________________________________________________
NAME OF EMPLOYEE REQUIRED TO HAVE A WTD FOR BOARD BUSINESS PURPOSES:
Employee:_________________________________ Position:___________________________

Authorized By:________________________________Position:_________________________
Device:  

_______________________________(i.e. blackberry, cell phone or treo)

Model of device:  
_______________________________(i.e. Sanyo TM 250)

Accessories:

_______________________________(car charger, headphones etc.)

The cell phone number is:
_______________________________

Both employee and supervisor must sign the appropriate lines below.

This employee will use the Board-owned WTD (cell phone/treo/blackberry) for business purposes and abide by the guidelines for use of cellular phones.

______________________________________
___________________________________
Supervisor





Employee

RETURN OF WTD:
All of the above listed equipment has been returned.
DATE:
 _______________________

Check the action to be followed:

· The WTD will be given to a new user.  (complete form for new user and submit to purchasing).
· The WTD is not required. (inform purchasing to suspend or cancel service).
· The WTD is not working. (send to purchasing to submit for warranty repair or to suspend/cancel service and to safely dispose).
· Other

_______________________________________
___________________________________
Supervisor





Employee
Our mission is to educate learners to their fullest potential in preparation for life-long learning.

