COLLEGE OF SOUTHERN NEVADA

Wireless Communication Device Policy (Revised 12/03)

The following policy shall be used for the issue of wireless communication devices that are owned and paid for by CSN:

Cellular phone or cellular enabled Nextel radio – Capable of calling any telephone number

	Issued to:	  Director or dean-level professional staff and above and 24-hour on-call
			  professional and classified managers with approval from the area’s vice
			  president
	Approval from:	  Vice Presidential approval needed for issuance

Nextel two-way radio – Capable of calling other CSN Nextel radios only and 911

	Issued to:	  Classified, professional, and security staff in the operational areas of the college

	Approval from:	  Department director or manager approval needed for issuance


General Usage Policy:

1. All devices are controlled and maintained through the Department of Auxiliary Services.  Upon receipt of the appropriate approvals, the Director of Auxiliary Services issues all wireless devices.  Annual audits are conducted to reconfirm the location and issuance of the devices.
2. Cell phones users are required to reimburse the college of any personal calls made on the cell phones.  Monthly billing statements are sent to all cell phone users, and they are required to reconcile their statement and identify all personal calls made and/or received.  Reimbursement for these calls must be made at the Bursar’s Office.  Cell phone users are required to attached a copy of the receipt to the monthly cell phone bill and retain these copies in the department for a period of three years.
3. At the time of issue, recipients of a communication device are required to sign a CSN Communication Device Agreement.  In summary, this agreement specifies the following terms and conditions for use of the device:
a. User shall not transfer or loan device to another CSN employee without the explicit approval of the Director of Auxiliary Services.
b. User agrees to use the device for college-related business and to reimburse the college for any personal usage billed to the device.  Supporting documentation for personal phone call reimbursements must be maintained in the department files for a period of three years and must include a copy of the detailed phone charges and a copy of the reimbursement receipt.
c. Upon termination of employment, user will immediately return the device to the college.
d. In the event of loss, user agrees to reimburse the college for the replacement cost of a new device of the same type.  In the event of damage to the device, user agrees to pay for the cost to repair the device.
e. User agrees to immediately notify the Department of Auxiliary Services if the device is lost.
f. If the device is no longer being used, it will be immediately returned to the Department of Auxiliary Services.
