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COUNTYWIDE POLICY AND DISCIPLINARY GUIDELINES ABUSE OF

TELECOMMUNICATIONS EQUIPMENT AND SERVICES

The Auditor-Controller recently released a confidential report to the Board of Supervisors regarding the Countywide Telephone Usage System.  The report identified considerable abuse involving unauthorized use of telecommunications equipment and services by County employees.

The attached guidelines issued by the Department of Human Resources restate the County's long standing policy which limits the use of telephones and other telecommunications equipment and services for County business only.  Employees found to be in violation of the policy are subject to disciplinary action and responsible for reimbursement of charges resulting from such unauthorized use.  The guidelines have been expanded to include discharge for first offense of flagrant abuse.

Additionally, the Department has previously issued a Management Directive, 97-03, specifically dealing with policy and use of E-mail, which all staff should refer to.

Staff adherence to the guidelines are to be monitored by their supervisors.
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COUNTYWIDE  POLICY AND DISCIPLINARY GUIDELINES ON


ABUSE OF TELECOMMUNICATIONS EQUIPMENT & SERVICES





It has been the longstanding policy of the Los Angeles County Board of Supervisors that County


Telecommunications equipment and services are to be used for County business.  Violation of this


policy may subject employees to progressive discipline, including discharge.





The purpose of the following disciplinary guidelines is to provide direction to operating departments regarding employees found to have violated the Board's policy, including instances where more


serious violations of the policy occur that may warrant immediate and severe discipline.





DISCIPLINARY GUIDELINES:





Under most circumstances, progressive discipline (i.e., warning, reprimand, suspension, discharge)


Should be imposed to correct a violation of the Board's policy regarding use of County telecommunications equipment and services.  Therefore, the above range of progressive discipline may be considered, based on the severity of individual violations.  Where unauthorized use of equipment results in charges to the County, departments are expected to continue to seek reimbursement of such costs from the responsible employees.





However, some first-time or habitual violations may involve misconduct that is either not correctable through progressive discipline or by its very nature or scope renders an individual unsuitable for future employment.  For example, employees who flagrantly abuse the County policy by using 900 or other numbers to access personal services such as "psychic", "phone sex", or other hotlines should be subject to immediate dismissal.  In cases involving abuses such as bomb threats, grand theft, and hate crimes, severe disciplinary action, including suspension (pending investigation and/or criminal


prosecution), followed by discharge, may be warranted.
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