
CQUNTY ADM INISTRATWE PROCEDURES 

Subject: Cellular Telephonenilrireless No.: A-20 
PDA's (Smartphmes) Procedures 

I Date: P_xs108._ _- - - -_ .  

Reference: Board Pol Icy A-20 

Introduction: 

The Board of Supervisors Pol~cy A-20 prwides un i lm and consistent standards for the applicatfm of 
cellular telephones, including devices often referred to as Smartphmes (PDA's), to Cwnty business 
needs and to define the respons~brltties of the costs of cellular telephone servce. 

The following procedures and forms are required b be read, cornpfeted and signed by each employee as 

I d&~ned In the Scope statement af Pdicy A-ZO in departrnenh who are requesting cellular k4ephonesa 
P D b .  The forms are then approved by the department head and if requrred f o w a r w  Fo the Chief 
Admrnistrative Office and an updaled PPF for tfie employe is generated and sent to Human Resources 
as wtl~ned. The onginsl forms are retained in the ernplGyee'S departmental personnel file. 

Procedure: 

A. Department heads shaA determine M l c h  employees in their department shall rmeive cellular 

I mphone andlor wireless PDA privilegff as provided in abwe referenced policy. The user 
ran-agerwill f i f l  out h e  Cellular Telephone Justrfication Questionnaire and submit to the 
department head. 

B. Upon approval of a department head, an employee may be authorized to receive Cwnty cellular 
I telephone- service for work-related n d s .  Some of those wrk-related needs include. but 

are not I~rnrted to: 

a Providing safety of setf or others who may be at risk. 

Providing immediate communication with staff in the department and other agencies as 
required to coordinate programs or pmvlde customer serv~ce. 

Dealing with schedule changes. 

Retrievingmessages~omvoicemailwhileworkingwtsidedone'smainworkplace. 

m Making telephone calfs to clients and customers. 

* Dealing with personal emergencies, including unexpected Illness, car trwble, inclement 
Mather, etc., fw oneelf or others while workrng autslde of one's main wrkplace. 

e Pmldmg cmmunrcations access for an employee whose main w r k  locatrms in the frdd 
where land lines and other primary radioltelephone comrnunicatims are not available. 

C. Assignment: A department head who determines that an employee has need of a cellular 
W h o n e m  for work-related purposes wll request Ihe &er !o-submit the Cellular Telephone . . - [ *kted: u 
Approval Form to the department head for authorizat~on and srgnature along with a srgned 

1 
Cellular Telephone Policy Acknowledgement Form (Allowance or Countyawned). Depament 
heads and elected offoffrcials shall subnlt and slgn their own Approval and Acknowledgement 
forms. 

I Upon approval, Jhe-+partmentwill men generate-a new PPF,fm the.employee indicafing the. . . - {mkted: T 
apprwed allowance n the *Commentsm area or the PPF. After the department head and 

1 
employm have signed U-te new PPF it will be forwarded to Human Reswrces to be processed. 
The original Cellular Telephone Justification Questionnaire, Cellular Telephone PoI!cy 
Acknowledgement (Cwniy-Omed or Allowance), and C;_ellulafleelphone Approval and-lfdw&e 
wrll be a cellular kele~hmePDA allownce a capv d the cmplwee's val~d cellular telt?ghonelPDA 
contrac_tlservice aqre?ment.wll be retamed In the employee's departmental personnel Irle. 
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I 0, AUownce Change: To change a cdlular m o n e P F  allowance, the employee would 
complete a new Cellulfar Telephone Approval fom using the Change of Service check box. The 
completed form along with a copy d the new cellular telephoneFDA contracVservice agreement I 11 be kept in the mptoyee's departmental personmf~le. T h e  d e p n y n t  wl l  then generate 3- . a, 
new PPF for the employee hdlcatng the new allowance in the 'Comments' area of the PPF. 

3 
After the department head and the employee have slgned Me 'new PPF ~t will be forwarded to 
Human Reswrces to be processed. 

I E. Cancellation: To cancel a cellular telephone- allowance, the employee muld mcomflete a 
new Cellular Telephone Approval form using the Cancellatton check box. The cwnpleted form 
will b? kept in the employee's departmental person~-e~lile. -The-depar!yt -il l-then genefate a _ - I ~ E W  PPF for the employee indicallng the cellular m p n c n e m  allowance has been cancelled in 

I 
I 

the 'Comments* area of the PRF After the department head and the employee have signed the 
new PPF it will be forwarded to Human Resources to be proem. 

F. ReplaCement: Replacement or repair d the cdlular telephone or PDA will normally be the 
responsib~l~ty a( the employee rXIo uses the cellular telephonelP&. If the cellular telephone9 

- - - . - - - - - -  

Deleted: may a p m  LP'""* 
All users are expected to abide by the following usage guiddines: rnl>~r.ie-Trd to the .employee J 

A. Review calling patterns to ensure mat fie current service plan meets user needs. 

Protmt user's cellular !elephone and Mreless PDAsJrorn loss, theft-fdamage. _ Reportloss or- . . . I ' theft incidents d ?npreless P?I\'ssqIT. as m - a ~ p 0 s s i b l e  19r ~wq-reasons. - - - - - 

PDA w- ar~_su'bjec! to!,T, -Wpuler  and Network-Resplree Usage Folicies and-Stan,&@s_ _ . . I_- I '* 
Guide enlacemnt management 10 protect the Countfs security. ~nlegrity and availabliiy of h e  

- -- 

cornmunicabons network. 

D. PDA users must synchronize their Lotus Notes email using the Inlellisync software, with the 
exception d the Sheriffs off~ce that will synchron~ze their Blackbenies lo GrwpWise. This allows 
for better secunty and remote disabling shwld the dev~ce be stolen. 

1 -n_sfer af Servlce of GOunhc +ed Cell Tele~hones andlor Wireless PDAs (Smart~hone~2:~ _ - - - _ 

of this ~ l i u n y  empiqee, M u  has p s e s s i ~ n ~ q f a ~ C o u n t y ~ e d  g?llullaf- telepI?$e , 
andlor PDA mth an acl~vated cellular telephone service com~onentjs auIhonz@_kythe to parhcipate-in- ' - 
the allowance pan as prov~ded by this pol~cy, may simultaneously accept both the or~lership of the - 
$ll@ telephone and/or PDA-and transfer-of ofthe se.w.i~agreement d applicable and pallable fw-that- 
wlfular-tclemone andfor PDA from the-County -to himself or-herself. The conditions as prescribed in-- - ' 

Pol1c~A-20,Section 3.5 skal-apply. except-~h_a~h~-i~sw m s l  also comply with any I T d~rwd- <: 
concernins the PDA's connectlm to the CounW's server. 

An employee who chooses to take ownership of tfie CouMy-Owned cell& lekephone andlor PDA url.Ih-an 
acfiated cellular teleDhme servlce component assigned to h ~ m  or her must complete and submit the 
Cellular Telephone Approval p y  to-the departmenthead for approval, _ _ - _ _ _ _ _ _ _ - - - _ _ _ - 

The transfer of owners hi^ and service Fw a fomerlv Counb+med celldar tele~hone andlor PDA IS Cell Phone conir;scr and vewmon d 
subject to the followina: 

* The user may cmtinue servtce at the level curre~tlv aD~kable and available bv Ifhe CdIula~' - [mmratted: bm and Nunbering ] 
telephone arwider of the cellular telephone or may chanqe or uparade the servlce by contactrng 
!he-servj&e prw~der, howe*r, the allowanc~! to be pard shalt not-exc- the amoun_t_authorized 
by-Potlcy A-20, Smtmn 3 .B,Allowance Plan_ 



I The service agreement ar monthly statement and the &kn@e_dge~nt- f ! will be kept in. the- - - - -( Deleted: A 
empfoym's departmental wrsonnel file. 

1 

I T  - - - - - - - - - - - - - - - - - - - - - - - . - .  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - -  
Issuing Department: ApprwallConcurrence by 

Chier Administrative Officer: 

(Signature and Date) (Signature and Date) 
or upgrade the sema by 
ng the servfce prwidw, 
r, the allowance to tm paw 

's wlth Anlvasd Cell Phone 
Ice Components: Upon 
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Cellular Telephone Justification Qusat ionnaire 

9 .  Which ltype of dlular telephone service is being requested? 

CountyUvmed 

Allowance - Occasional Cellular .Telephone User - T~er C! - - - - - - - _ - _ , , 

Allowance - Frequent Celtular Tefah-ye _U!er-=TiwC_2_ _ - _ - _ _ _ _ _ _ 

Allowance - Frequent Cellular T e l w h , ~ ?  user. $pt o R l 3  - - Rqwle laations--.Xer C3 - - i a'eM: 

[7 Allowance - Smartphone with Data 

No Allowance - connecting to Caunty @ f y s ! ~ t y ~ ~  ( g l l y - r q j e  pepartrnent Head 
w r w a l )  . - - - - - - -- - - - - - - - - . - - - . - - - - - - - - - - - - - 

2. Explain you are requesting a Cwnty-ormed cdular telephone or allowance for a cellular 
telephone. W~ll emergency response or employee safety be enhanced with a County-owned 
cdlulat telephone or allowance? Please explan. 

3. Describe llhe pesent system of communication and why an allowance for the use of a cellular 
telephone is necessary. 

4. What is Ihe average number of hours per day that your work requim y w  to be accessible by 
celluVar telephone? 

5. If requesting a County-owned cellular telephone, In which areas of the County will the cellular 
telephone b~ used? 

6. Explain why cellular telephone usage is a necessity, raffier than a convenience, Pw the 
pwlormance of your job? 

7. How many cellular telephone minutes a month do yw expect will be 4 for Cwnty business? 

8. Can the kne77ts of a cellular tdephm or a l l ~ n e e  be quantified? If so, please show ywr 
calculattons on an attachment. 



Cellular Telephone Policy Acknowledgement - Allowance 

I ackncwldqe receipt d this policy and undwsIand and agree that I am bOund by iff contents: 

1. (herelnaffer referred to as 'the owner") has chosen to purchase with o m  funds a 
personal cellular telephone or PDA. 

2. The owner azknowledges Ihat the allowance amounts receivd are taxable income. 
I 

1 3. O w e r  states that said cellular telephone or PDA complies with El Dora* Cwnty Cellular 
Tdephone Policy. 

4. The m e r  has read and understands the C~unty's Cellular Telephone Poliw. 

1 5.  1 the omer has requested that this cellular ldephwie or PDA be allowed to synchronize with 
Cwnty Assets, the ower  therefore agrees hereby to the followng: 

a. The owner has read and understands the El Dorado Cwnty N e w *  and Resource 
Usage Policies and Guidelines for General Use. 

b. The owner m*ll not cause any programming to block the Cwniy's management so(tware 
i from conflgunng personal cellular relephonwPPAPs to comply with El Oarado County 

Network and Resource Usage Poric~es and Gu~delines for General Use. 

c. The owner will follow all micies as noted in the Computer and Network Resource Usage 
Pol~cies and Slandards Guide - General Usage. Seclion 1-13 Portable Computing 
Devices. 

d. Any add-on software must be licensed and copies of said licenses be kept available (or 
County IT staff inspection and auditing. 

I e. A of the current celtular cmtracV&e aqreemenf to be kept in the employee-s 
departmental personnel file. 

I 

6. 'Repfacement or repair d the cellular telephone or PDA M1 normally k the resmsibility dl the 
employee who uses the ceflular te1ephanepa. If the cellular telephone or PDA is lost or 
damaqed as a direct result of County busmess use, the department head pr designee, may . - T a k t d : ~ i h ~ ~ ~ n h r  . . - 
a ~ ~ r & e  rermbursement to !he ernp~ov&. ~n !hecase?! department-heads a+ +tect+cdoffic~a~s, Adrntnstmth o ~ r n .  I the CAO may a ~ ~ r w e  reirnbunemenl + =-l-iGziti-, 1 -- - - . - . - -. 

7. The owner understands and agrees that during emergencies, Ihe Cwnty may utilize He cellular 
I telephone or PDA upon q u e s t .  'bhe owner wll p rw~de fifieir cellular lelephone number to their 

dtrwt management who will have discretion we? how ~t IS shared wrth other County employees. 

8. Any violation of this agreement by the owner may be cause lor immediate disallwing of furher 
allowance and synchtonization wjth of c o n n ~ o n  to Cwnty equipment. 

9. The m e r  reekring an allowance is solely responsible for the payment of any and all costs 
related to the monthly usage, purchase, rna~ntenance, support. and replacement of Meir cellular 
telephone or PDA. The owner is not entitled to Cwnty-pard monthly bills or per minute 
re~m bursemen t. 

10. The ownea understands that government rate discounts will terminate when employee leaves 
CwnV employment 

Employee Name Signature 

Wwk Phone Department 

Cellular Telephone Numkr:  - -- 



Cellular Telephone Policy Acknowledgement - County-Owned 

I ackndedge receipt of this policy and understand and agree that I am bound by its contents: 

1. (hereinafter referred to as 'me user") is being granted access to a Caunty-owned 
I cellular tefephone or PDA. 

2. The user has read and understands the County's Cellular Telephone Policy. 
I 

1 3. The usw understands and agrees that Zhe County+wn@d cellular Zel@phanep& will be used 
100% for County txlsiness and n not for personal use. 

Employee Name Signature 

Work Phone Department 



Cellular Telephone Approval 

Signed Cellubr Telephone R d ' i  Acknowledgement 

0 Change d Service 
Cancellation 

Q Cwnty-owned 

Tar Cl - Incidental business use of a cellular !dephone (S30,OO pef wnlh). - - - - . - 
" 4 , mk8d:M 

Ter C2 - Mwe than incidental business used cellular [&phone ($4.00 per mn-p) _ _ _ + , *ted:-M A 
Q Ter C3 - Frequml User of cellular tefephone ($60.00 per *nth) _ - _ _ _ - - . - - - -. , , cotlee: M 

0 Data Allowance - Frequent User (540.00 per month) 

Q No Allowance - Connecting to Cwniy infrasrncture. For data plans, departments must 
I purchase Inielllsync for employee (cply-requjres Department Head qprwa!]._ ,. _ 

Vendor. -- 

Employee Name Signature 

-- --- --- - - 
Work Phone DeparimnZ 

Department Head Date 

Chief Administrative Date 

Cellular Telephone Number: - ----- 

New PPF generated, signed, and f o ~ r d e d  to Human Reswrces on 

Page 7 of 7 


