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PERSONAL TELECOMMUNICATIONS
I. PURPOSE: 

Explains limits of personal use of State Telecommunications Systems (voice, data, and facsimile) and of personal communication devices.
II. SCOPE:
Departmentwide.

III. 
POLICY:
A.    State Telecommunication Systems:
1. State Telecommunications Systems are provided to conduct official business.  Supervisors are responsible for assuring the proper use of the equipment within their jurisdiction.  Personal communications should be infrequent, reasonable and non-disruptive. 
2. Fax machines are restricted to business purposes.  
3. Communication charges may be reviewed by the Division of Administration at any time.
4.    The systems shall not be used for any personal political purposes including lobbying of elected officials.
B.    Personal Communication Devices:

To assure that employees are attentive to the tasks at work and not disturbing co-workers, the following will apply to personal communication devices for non-work or non-emergency communication.  The use of personal communications devices for non-work related communication should be infrequent, reasonable and non-disruptive. Employees should silence or turn off their personal devices during work hours.
IV.
DISCIPLINE:
Failure to comply with this policy may result in disciplinary action. Supervisors are authorized to direct employees to discontinue personal communications during work time if such activity is interfering with work. 
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