
CITY MANAGER 
MEMORANDUM 

 
To:  Honorable Mayor and City Commissioners 
  
Through: Joyce A. Shanahan, City Manager 
 
From:  Kelly A. McGuire, Finance Director 
  
Date:  April 14, 2011 
 
Subject: Wireless Communication Device Policy 
 
Background:  The City provides wireless devices and service plans to individuals that 
are required to be available remotely and after normal business hours.  The City 
closely scrutinizes each user’s individual monthly bill to ensure that communications 
are of a business nature.  Employees are required to reimburse the City for any cost 
attributable to personal use. Monitoring of the cell phone statements and preparation 
of employee billings for personal use creates a significant administration burden. As 
such, the City has explored options for providing this tool. 
.  

Discussion: Attached is the Wireless Communication Device Policy. The policy 

includes the current option of having the City provide devices and maintain service 
plans on behalf of the employees. The policy also includes a new option whereby the 
City would provide a taxable stipend for the employees to acquire and maintain their 
own service plan.   The amended policy will be rolled out in two phases:  Phase I will 
be targeted at the Level III user (PDA, Blackberry, iPhone), and Phase II will include 
Level I and II users.  This policy is applicable to Elected Officials and all City 
employees including the City Manager and City Attorney.  
 
Budget Impact:  The cost of the employee stipend is expected to be equal to or less 
than the City provided plan. Thus, there is no adverse budgetary impact. Furthermore, 
migration to the employee stipend will alleviate the administrative burden inherent with 
the City provided service plan.   

 
Recommendation:  The City Manager has approved the Wireless Communication 
Device Policy and is seeking concurrent approval from the City Commission. 
 
 
 
  
Reviewed by: _____/s/__________________  __04/14/11_____ 

Theodore S. MacLeod P.E.,   Date 
Assistant City Manager 

 
Approved by:  _____/s/__________________  __04/14/11_____ 

Joyce A. Shanahan     Date 
City Manager 
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City of Orm ond Beach 

W ireless Com m unicat ion Device Policy 

 

 

Purpose and Scope 

 
This policy establishes the guidelines used for determ ining:  
 
Posit ions that  are required to carry wireless com m unicat ion devices in the execut ion 
of essent ial work act ivit ies;  and 
 
Whether the posit ion or individual is eligible to opt  out  of the City’s Allowance Plan 
and instead part icipate in the City Provided Cell Phone Plan;  as well as the 
Com m unicat ion Service Plan and type of device required by the posit ion;  as well as 
the process for the issuance or procurem ent  of wireless com m unicat ion devices.  
 
 
General  

 
Wireless com m unicat ion devices, including cell phones, have becom e com m onplace 
and are often necessary for City staff to carry out  the responsibilit ies of their  
posit ions in an effect ive and efficient  m anner.   
 
Departm ent  directors determ ine what  specific posit ions are required to ut ilize 
wireless com m unicat ion technology using the following cr iter ia:  
 

a)  Posit ion requires that  a significant  am ount  of t im e (m ore than 35% )  be 
perform ed away from  an office environm ent ;  

b)  Posit ion supervises/ oversees personnel in the field, away from  a cent ral office 
area;  

c)  Posit ion is defined as “Essent ial”  under the City’s Peacet im e Em ergency Plan;  
d)  Posit ion is considered as an after-hours custom er service funct ion and is 

responsible for taking custom er (cit izen or em ployee)  calls after norm al 
working hours. 

 
 
Departm ent  directors are encouraged to equip their  staff with the appropriate 
wireless com m unicat ion device and service plan as determ ined by specific job 
requirem ents ut ilizing the City’s Allowance Plan ( “Opt ion 1” ) .  Public safety officers 
shall be provided wireless com m unicat ion devices under the City Provided Cell 
Phone Plan only ( “Opt ion 2” ) .  Only under special circum stances, when Opt ion 1 is 
not  viable, shall departm ent  directors provide devices to non – police and fire staff 
ut ilizing Opt ion 2.    
 
Departm ent  directors will also determ ine what  type of Com m unicat ion Service Plan 
is required by each specific posit ion.  The types of Com m unicat ion Service Plans are 
as follows:  
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Service Plan Plan Descript ion 

 
Level I   

 
Voice only.  Maxim um  m inutes based on actual ant icipated 
business use but  less than 450. 

Level I I   Voice only.  Maxim um  m inutes up to 900 m inutes. 

Level I I I   PDA:  Voice & Data capabilit ies, i.e. Blackerry® , iPhone 

 
Departm ent  directors are also responsible for a periodic review with at  least  an 
annual assessm ent  of the cont inued business need for service, as well as potent ial 
adjustm ents to service levels by posit ion. 
 
Use of wireless com m unicat ion devices, whether acquired under the Allowance Plan 
or by the City, inconsistent  with this policy, or with local, state, or federal law will 
result  in im m ediate rem oval of the pr ivilege and m ay be grounds for disciplinary 
act ion up to and including term inat ion.   
 
Opt ion 1 : Allow ance Plan 

This Opt ion provides qualified em ployees with a taxable allowance to reim burse or 
to offset  the cost  of service.  The allowance is not  necessarily intended to cover the 
full cost  of the device and service plan as this Opt ion affords the opportunity for 
em ployees to use a single device for both business and personal reasons.    
 
The applicable allowance am ount  will be included in em ployee paychecks and will 
be considered taxable incom e for federal tax purposes. 
 

 

Plan Type Sem i- Monthly 

 Allow ance 

Cellular Minutes $6.00 

900+  Plan $17.50 

PDA ( i.e. BlackBerry® , iPhone)  * $37.50 
  * Note:   Amount  includes $72/ year intended to supplement  

  costs associated with technology upgrades  

 
New em ployees or em ployees new to posit ions that  require use of wireless 
com m unicat ion devices or em ployees t ransit ioning from  Opt ion 2 to Opt ion 1 shall 
receive a one- t im e allowance for the init ial purchase of a wireless com m unicat ion 
device as follows:  
 
   

Device Type One- t im e 

Allow ance 

Cell Phone $50.00 

PDA ( i.e. BlackBerry® , iPhone)  $200.00 
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Reim bursem ent  of costs associated with the replacem ent  of an init ial device due to 
loss, theft ,  or dam age will be reviewed by departm ent  directors on a case by case 
basis and will require proof of purchase and the approval of the City Manager.  
However, under no circum stances shall the reim bursem ent  am ount  exceed the 
am ounts provided above.      
 
The am ount  of the one- t im e allowance associated with the init ial acquisit ion of a 
wireless com m unicat ion device, as well as any reim bursem ent  m ade for 
replacem ent  costs, will be considered taxable incom e for federal tax purposes. 
 
Under this opt ion, the em ployee is responsible for procuring service accounts and 
devices. 
 
 

Ow nership –  A com m unicat ion device acquired under this Opt ion is 
considered to be the personal property of the em ployee.  Any service 
cont ract  entered into by an em ployee related to the acquisit ion and operat ion 
of a com m unicat ion device is between the com m unicat ions service provider 
and the em ployee.  The City of Orm ond Beach will have no obligat ion with 
respect  to such cont ract .  Em ployees are responsible for m aintaining act ive 
service at  all t im es. 
 
Pursuant  to public records law and under unique circum stances, individual 
com m unicat ion records m ay be subject  to public inspect ion.  Therefore, 
em ployees are advised to retain applicable records for a period of one year.   
   

 
Process –   Em ployees seeking an allowance request  m ust  com plete the 
Wireless Com m unicat ion Device Request  form  with the appropriate approval 
by his/ her departm ent  director.  The com pleted form  should be forwarded to 
the designated policy adm inist rator for approval who will then forward to 
Hum an Resources for processing. 
 
The designated policy adm inist rator m ust  be im m ediately not ified of changes 
to eligibilit y status, including separat ions from  em ploym ent  and posit ion 
t ransfers. 
 
Em ployees are responsible for keeping their  departm ent  directors inform ed of 
their  current  wireless phone num ber. 
 
The City’s I nform at ion Technology departm ent  is responsible for assist ing 
em ployee with the init ial set -up of the device as well as potent ial recurr ing 
connect ivit y issues.   
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Opt ions 2 :  City Provided Cell Phones 

Devices provided under this Opt ion are to be used exclusively for business 
purposes.  Departm ent  directors are responsible for m onitor ing the use of wireless 
com m unicat ion devices issued to their  staff and for ensuring appropriate use and 
care of such equipm ent .  All calls, texts, and em ails m ade by a City-owned device 
are considered public inform at ion and m ay be subject  to public records requests.     
    
 

Ow nership –  Devices provided under this Opt ion are considered to be the 
property of the City of Orm ond Beach.  Service cont racts are entered into 
and by the City, and all paym ents are m ade direct ly to the service provider 
by the City.  The City current ly has a flat  per m inute plan with the designated 
service provider.  The City m onitors each individual telephone num ber for 
abnorm alit ies in usage on a m onthly basis.  Em ployees assigned a City-
owned device are responsible for its physical protect ion from  dam age and 
unauthorized use.   

 

Process –  I t  is the responsibilit y of the departm ent  director to not ify the 
designated policy adm inist rator of the need to provide wireless service to 
staff m em bers ut ilizing this Opt ion.  I t  is also the departm ent  director ’s 
responsibilit y to return City-owned devices to the policy adm inist rator when 
service is no longer needed or when a user separates from  em ploym ent .   

 

 

Safety 

 

Em ployees are encouraged to avoid dist ract ions of any kind while operat ing a City 
vehicle or any vehicle being used for City business.    This specifically includes 
reading, adjust ing global posit ioning system s and accessing the internet .  
I nit iat ing/ responding to em ails/ text  m essages while dr iving is st r ict ly prohibited.  
 
I t  is recognized that  em ployees responsible for providing em ergency services in the 
course of their  work are perm it ted to use m obile data term inals (MDTs)  and radios 
in the perform ance of their  dut ies. 
 
 
Violat ion of Policy 

 
The City reserves the r ight  to determ ine what  const itutes a violat ion of this policy 
or its intent .  Any violat ion of this policy m ay result  in discipline up to and including 
term inat ion. 
 
I n the event  this policy conflicts with an applicable Collect ive Bargaining Agreem ent  
( “CBA” )  with the City, the CBA will prevail;  if the CBA is silent , this policy will 
prevail.  
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Conclusion 

 
The City’s policy regarding Wireless Com m unicat ion Devices has been prepared so 
as not  to conflict  with the public policy, and further, not  to be discr im inatory or 
abusive. 
 
This policy supersedes any inform at ion provided to applicants and/ or em ployees, 
either writ ten or oral.  The City reserves the r ight  to change or m odify the 
provisions of this policy at  anyt im e in the future, consistent  with applicable law.  
 
Effect ive Date:   This policy shall take effect  im m ediately upon its execut ion and 
issuance by the City Manager. 
 
 
 
___________________________________    ____/ ____/ ____ 
Joyce Shanahan, City Manager      Date 
 


