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PURPOSE:
Morehead State University wishes to provide the most consistent, convenient and cost effective wireless communication
services possible to its employees. The objective of this policy is to provide guidelines on obtaining wireless service and
on the responsibility and acceptable use of University-provided cellular telephones.

SCOPE:
This policy is intended to ensure compliance with applicable federal, state & local laws, rules and regulations and applies
to all faculty and staff of the University in all circumstances regardless of fund source.

401.02 Continuation

Department/Employee’s Responsibilities: The employee’s immediate supervisor is responsible
for ensuring that the user has read and understands the University’s policy on cellular telephones
and other wireless communication devices. Employees have an obligation to use their cellular
phones and services in a responsible, informed and safe manner, conforming to network etiquette,
customs, courtesies, safety practices and applicable Federal, state or local laws or regulations.

a. When using cellular telephones or other wireless devices, employees should be careful not
to discuss certain types of information, such as University information considered
confidential or proprietary, student or personal account information, and PIN or credit card
numbers.

b. Employees should never loan their University cellular telephone or other wireless devices to
anyone. Employees remain responsible for all use of their equipment.

c. Employees are responsible for coordinating the repair of University cellular telephones or
other wireless devices through the Office of Information Technology.

d. Employees are responsible for securing wireless equipment and accessories at all times.
Employees should immediately report any theft or loss of University wireless equipment to
the Office of Information Technology. Employees may be held liable for lost, stolen or damaged
equipment.

e. Any employee who, in the course of performing his or her job functions, finds it necessary
to use a wireless communication device must do so in a safe and prudent manner.

f. Employees should not use cellular telephones in medical facilities where such use is banned.

g. University cellular phones and other wireless communication devices shall not be used for
personal gain, personal business activities, soliciting money for religious or political causes,
or any other purpose that conflicts with other laws, regulations or University policies.

h. Upon separation from University service, employees must return University wireless
communication equipment to the Office of Information Technology.

Non-University Owned Phones: University employees utilizing a personal residential or cellular
telephone may be reimbursed for business-related calls in the following circumstances:

Employees who use their residential or personal cellular phone occasionally for business
purposes may be reimbursed for these calls. Occasional use is defined as unplanned, nonroutine
calls made in the normal course of conducting University business.

In order to minimize the University’s processing cost, employees should submit charges for
reimbursement no more than once a month.

To be reimbursed for long distance business calls utilizing a personal residential telephone:

1. A completed Check Request form with appropriate department supervisory approval
must be forwarded to the Office of Accounting & Financial Services for processing.

2. A copy of the detailed telephone billing statement indicating the minutes and long
distance charges for which reimbursement is requested must be submitted with the
Check Request.

3. A description of the calls for which reimbursement is requested, listing the person called
and the business purpose, must be provided.

To be reimbursed for business calls utilizing a personal cellular phone:

1. A completed Check Request form and Request for Reimbursement of Cell Phone Usage
form (see Appendix B) with appropriate department supervisory approval must be
forwarded to the Office of Accounting & Financial Services for processing.

2. The number of minutes for official University business must be itemized on the Request
and supported by a detailed billing statement from the cellular provider submitted with
this request. The billing statement must indicate the minutes and/or charges for which
reimbursement is requested, list the person called and a description of the business
purpose for which the call was made.

Monitoring: Cellular telephone billing statements should be reviewed at least semi-annually by the
employee’s immediate supervisor to determine that there is sufficient business use by the employee to
justify having a cellular phone. If the billing statement indicates insufficient business use or
predominately personal calls, the supervisor should consider discontinuing the service. The supervisor
should also ensure that all personal calls listed on the monthly billing statement are being reimbursed in
accordance with this policy.

Cellular telephone usage is subject to audit by the employee’s department, the Office of Information
Technology and the Office of Internal Audits.

Disciplinary Actions: Any abuse of this policy may result in revocation of wireless access and employee
disciplinary actions that may be available pursuant to University policies PSE-7 or PSNE-8.

