Section 3: Cell phones (Mobile Devices)
Corporate Liable:

Park University provides mobile phones and devices for the communications needs of employees who regularly travel, are on the Park University’s after-hours emergency contact list, or otherwise perform their job function away from established telephony facilities. 

These phones are acquired by the Park University’s Telecommunications Department under a negotiated contract. All orders for phones and service must be forwarded to the telecommunications office through designated contacts with written approval. As with other telecommunications services, cell phones are provided for Park University business purposes. Personal use is permitted under the conditions discussed in this section and subject to the needs of the University. The following policies apply to the provision of services.

· Employees may qualify for a cellular phone only if the supervisor has determined it to be:

· Required for the performance of their jobs.

· On the Park University’s after-hours emergency contact list

· Necessary for the safety of students, faculty and staff.

· Director or above approval is required to process requests for cellular service. In addition, a departmental billing code account must be provided that shows adequate resources for the remainder of the fiscal year. Funds adequate to cover the basic monthly charges and any equipment charges for the remainder of the fiscal year will be encumbered.

· Authorized requests for cellular service, changes to service, or cancellation of service must be submitted to the Telecommunications department.

· Cellular service is meant to provide communications access when conventional service is unavailable. At no time should a cell phone be substituted for campus phones. Every effort shall be made to limit the use of cell phones to business related call. Each phone comes with a limited amount of calling minutes, after which expensive “per minute” rates come into effect.

· Personal use should be limited to emergency situations or when access to another phone is not possible. 

· Calling plans will be monitored by the telecommunications department and adjusted to reflect actual usage in order to achieve the lowest possible cost per minute. Any excessive usage will be reported to the department head and VP.
· Employees shall be responsible for the safekeeping, care and custody of the cell phone assigned to them. Cell phones should only be used by the individual to whom they are assigned. 

· Phones that are no longer required because of termination of employment or change in job status shall be returned to the telecommunications department so that service can be terminated. It is the responsibility of each department supervisor to assure that the equipment is returned and the telecommunications department is notified.

· All Smart phones with email capabilities must have a security password to lock the device when not in use for, at minimum, two hours or more.

· Monthly billing for cellular service will be authorized for payment by the Telecommunications department. Invoices will be checked for incorrect billing or other unauthorized charges. However, this authorization does not verify the validity of any calls or whether these calls constitute University business. Call detail reports may be provided to departmental supervisors director’s upon written (email) request in order to ascertain phone usage.

· Reimbursement for University business use of personal cellular phones will be at the discretion and the responsibility of departmental supervisors. This is for temporary or emergency usage only and is not a normal approved business procedure.
· While usage of mobile devices using a hands-free apparatus while driving is discouraged, driving without hands-free is prohibited. Park University policy is to pull over at the next safest location and complete or make the call.
· Since the numbers are owned by Park University, personal phone numbers that are ported over to the University’s carrier will become property of Park and will not be transferred back to a personal account. 
· International usage should be help to a minimum and for business purposes only. 
How to order:
Departmental head, Director or above, needs to send an email approval, with the understanding that the device and monthly cost will be charge to the departmental budget, to trackit@park.edu and cc: telecom@park.edu with the departmental billing code, the user’s name, and list of any accessories needed. Remember, hand-free devices are required for usage while driving.
NON-Corporate Liable:

As a new additional benefit for Park University Students, Alumni, Faculty, Staff and families, you are now provided the opportunity to use the bulk buying power of the University’s mobile services account to purchase personal cellular service and devices through our vendor at a Park discount. 

These purchases are the buyer’s total responsibility and the University is in no way held responsible for any costs accrued. 

Please contact telecom@park.edu or check http://www.park.edu/telecomm/SprintOrderInstructions.html for more details on how to order.
