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Non Instructional Operations – Series 8000 
Cellular Telephones – 8450p 

 
 
The Peninsula School District recognizes use of a cell phone or smartphone (hereinafter referred to as 
cell phones unless otherwise stated) will; provide for the efficient and effective operation of the district, 
help ensure safety and security during school sponsored events and activities, contribute to the overall 
effectiveness of business communication, and increase the safety of staff while away from their 
offices. Cell phones may provide mobile voice and/or data communication services (e.g., email, 
internet access).   
 
The additional communication costs of District cell phones are significant; therefore, issuance and use 
of this equipment is limited to specific staff whose programmatic responsibilities require these devices 
for effective job performance. The Chief Information Officer or his/her designee is responsible for 
developing the administrative regulations for the implementation of these procedures, including a 
uniform and controlled system for identifying employee cellular telephone needs, monitoring use, and 
reimbursement. 
 
The following guidelines are intended to provide basic cell phone usage procedures for employees. 
This includes voice, text, data and camera capabilities.  Cell phones and all cell phone features shall 
be used in accordance with the requirements found in WAC 292-110-010 Use of state resources, 
District policy 8450, 8140 and 8140p, 2022 and 2022p and others as applicable.  Use of cellular 
phones in violation of District policies, administrative regulations, and/or state and federal laws will 
result in discipline up to and including dismissal and referral to law enforcement officials, as 
appropriate.  
 
No expectation of privacy1. Technologies such as electronic mail, facsimile transmissions, the 
internet, and voice mail may create an electronic record. This is what separates these from other 
forms of communication such as a telephone conversation. The ethics rules do not distinguish 
between the various forms of communication. Electronic records are reproducible and therefore 
cannot be considered private. Such records may be subject to disclosure under the Public Records 
Act, or may be disclosed for audit or legitimate state operational or management purposes. 
 
Authorization 
Smartphones will be assigned or made available to the following staff members.  These phones will be 
placed on high priority plan for communication during an emergency.  Expectation is users will carry 
this device and respond after hours, weekends and during Holidays as necessary.  Building Principals 
should forward their smartphone numbers to their Assistant Principal or the Assistant Superintendent if 
they will be out of the area and cannot respond. Other Administrative Staff will notify the CIO if they 
will be out of the area and unable to respond. This will minimize time lost in an emergency trying to 
reach responsible parties. Failure to comply can result in disciplinary action. 

• Superintendent 
• Assistant Superintendents for Elementary and Secondary 
• Executive Director Student Services 
• CIO 
• CFO 

                                                
1 (WAC 292-110-010 (4) http://apps.leg.wa.gov/WAC/default.aspx?cite=292-110-010  

http://apps.leg.wa.gov/WAC/default.aspx?cite=292-110-010
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• Risk and Compliance Manager  
• Community Outreach  
• Building Principals 
• Assistant Principals 
• Director Transportation  
• Transportation Operations Coordinator 
• Director of Facilities 
• Custodial Supervisor 

 
Other district cellular phones will be assigned by the CIO and they will be on a limited plan.  Their use 
may be after hours but primarily for use during work day when away from their building or office.  Such 
staff will include the following: 

• Technology Staff 
• Central Office Directors 
• Athletic Directors 
• Maintenance Staff 
• Nurses 
• Itinerant Staff  
• Others as deemed necessary on case by case basis 
 
 

TEXT MESSAGING 
Text Messaging for authorized business will be provided over an identified appropriate application.  No 
other use will be allowed. Staff are reminded that all text messages are considered Public Records 
and should always use caution when texting confidential information.  

 
DATA SERVICE 
Data Service will be assigned based on need determined by the CIO and or his/her designee.  Use will 
only be for District business and not allowed for personal use.  

  
USAGE 
Cellular telephones are not to be used while driving either a district owned vehicle, or a 
personal vehicle used for district business. (See Policy 8140). 
 

• Cellular telephones should not be used when an alternative is readily available, unless it is 
necessary for safety or in emergency circumstances. 

 
• Employees are allowed limited, de minimis personal use of cell phones. This personal use 

must not: 1) result in the loss of work productivity, 2) interfere with official duties, 3) result in 
additional expense to the District, or 4) violate any district policies or procedures. 

 
• Cellular telephones are not to be used for conversation involving district information of a 

confidential nature while in public areas. 
 

• Cellular telephones are not to be loaned to others. 
 
• No downloading or use of non-work required applications or software.  
 
• Employees with cell phones are not authorized to make any changes to their Agency cell 

phone service or account.  
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• Cellular telephones issued to employees are to be returned to the CIO or his /her designee at 

the conclusion of employment, or when otherwise specified. Failure of a separating employee 
to return an assigned cell phone device may result in a deduction from the employee’s final 
paycheck. 
 

 
PROPER CARE  
A District cell phone and its accessories are defined as official government property. Therefore, 
employees are responsible for the proper care and safekeeping of the phones and accessories at all 
times.  

• Proper care means that the cell phones and accessories are maintained in the condition in 
which they were issued, absent normal wear. Employees are encouraged to save the box in 
which the phone and accessories were provided.    

 
Defective, lost or stolen cellular telephones are to be reported immediately to the CIO or CIO’s 
designee.  
 
Cell Phone Damage /Repair  

• To request repair services for damaged or non-operational phones, the employee must deliver 
the cell phone to Technology Department, with a written description of the problems via the 
methods provided by Technology Department.  

• The Technology Department will send the device to the contractor for repair as appropriate.  
• If the contractor determines that the cell phone cannot be repaired, a replacement cell phone 

will be provided.  
• If it is determined the damage was caused by the employee, the retail cost of the replacement 

phone as determined by the contractor may be charged to the employee.  
• The employee may appeal payment of this cost by submitting a memorandum of explanation to 

the CFO within five workdays of notification of the charge. 
 
Cell Phone Loss /Theft 
Employees are responsible for proper care and safeguarding of the cell phone. If the District cell 
phone is lost or stolen, the employee must immediately contact the CIO to lock the device.  

• After a unit is reported lost or stolen, CIO will require Technology Department to remotely 
erase all data from the phone and notify the service provider to discontinue service on that unit. 
(The CIO may, without notice, disable any smartphone’s access to the District’s network at any 
time it is determined that the smartphone puts the District’s systems, data, users or students at 
risk.)  

• Within three (3) business days of the loss or theft, the employee must complete an incident 
report and provide it to the CIO, along with a police report if phone is believed to have been 
stolen.   

 
MONITORING 
The CIO and or his/her designee will review the district’s bill each month for any unusual charges.  
Any unusual charges identified will be reviewed further by the appropriate Assistant Superintendent or 
Administrator. Employees will be notified if any unusual usage is noted and a written explanation will 
be submitted by the employee to the Assistant Superintendent/Administrator.  Indications of abuse in 
the use of a district cellular phone may result in disciplinary actions and could result in the loss of the 
use of the phone by the employee.  Any charges resulting in the abuse will be paid by the employee 
within 30 days of notification.  If the employee fails to pay the charges within the allotted time, the 
district may proceed to deduct costs from the employee’s pay.  
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For the purposes of determining reimbursement and/or abuse the following guidelines will be used: 

1. If the minutes used by an employee exceeds the district’s plan, and any personal calls were 
made, then the employee shall be financially responsible for any charges incurred. 

2. Any charges incurred for roaming without prior approval, or when traveling on personal 
business, shall be the financial responsibility of the employee. 

 
If the employee fails to pay the charges, disciplinary action may occur and a deduction of costs from 
their pay.   
 
 
 
Adopted: 11.28.2017 
 
 

 


