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CELLULAR TELEPHONES 
 
Requests for District-issued cellular telephones are to be submitted by the 
responsible supervisor to the Director, Facilities and Construction.  The 
request is to include an explanation of why the telephone is needed for 
conducting District business and the funding source for the ongoing service. 
 
The Director, Facilities and Construction will review all requests with the 
appropriate Superintendent-level division head prior to approval. 
 
Cellular telephones are issued by the District to conduct District-related 
business and usage should be limited to work-related calls.  However, the 
District recognizes the impracticality of employees carrying both a District 
and a personal cellular telephone.  Therefore, employees who have been 
issued a District cellular telephone may use it when necessary to make and 
receive personal calls, subject to the following: 
 
1. The calls are not excessive in number or length and do not infringe 

upon work time. 
 
2. The employee shall review the monthly cellular telephone bill, mark 

each personal call, and reimburse the District for these calls.  The 
reimbursement for personal calls will be either the actual amount, if 
shown on the bill, or the rate periodically established by the District 
based on system-wide pooled minute costs if the actual cost is not 
shown on the bill. 

 
3. Once the employee has reviewed the bill, marked any personal calls, 

and established the reimbursement for that billing period, the bill and 
any required reimbursement will be forwarded to the employee’s 
immediate supervisor for approval. 

 
4. The supervisor is responsible to monitor that the amount of personal 

usage is not excessive and to ensure appropriate reimbursement. 
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DISTRICT VEHICLES 
 
Certain employees may be assigned the use of a District vehicle in order to carry 
out their daily work assignment.  District vehicles are not to be used for personal 
business, except as follows: 
 
1. If an employee’s work responsibilities require the regular use of the 

District vehicle outside of normal work hours, the Superintendent/ 
designee may authorize the employee to drive the vehicle to and from 
home. 

 
2. Vehicles authorized to be driven to and from work are not to be used 

for other personal driving without prior written authorization from 
the Superintendent/designee.  If such use is permitted, the employee 
will be required to reimburse the District for any personal miles 
driven, at the current IRS-approved mileage rate. 

 
3. Employees who are assigned the use of a District vehicle during the 

work day, but who are not required to regularly use it for District 
business outside the work day, may request authorization to use the 
vehicle for home to work transportation.  If approved, the employee 
will be required to reimburse the District for the daily, round trip 
home-to-work miles at the current IRS-approved mileage rate. 
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