MANAGEMENT DIRECTIVE

USE OF CELLULAR PHONES

Management Directive #16-01
	Date Issued:

02/11/16

New Policy Release


Revision of Existing Procedural Guide dated


Revision Made:


Cancels:  None




PURPOSE
The intent of this policy is to inform the Department of Children and Family Services (DCFS) employees of the legal requirements and countywide policies and protocols regarding the use of County-issued cellular phones while driving in the performance of their job duties and the use of personal cellular phones at work and to ensure compliance with such policies.
GUIDELINES

CALIFORNIA VEHICULAR CODES

California Vehicular Code Section 23123 (effective July 1, 2008) provides that drivers shall not use a wireless telephone while operating a motor vehicle unless that telephone is specifically designed and configured to allow hands-free listening and talking and is used in that manner while driving. A violation of this section is an infraction punishable by a base fine for a first offense and an increased fee for each subsequent offense. Use of wireless telephones for emergency purposes including emergency calls to law enforcement, health care providers, fire department or other emergency services are excluded from this section.
California Vehicular Code Section 23123.5 (effective January 1, 2009) provides that a person shall not drive a motor vehicle while using an electronic wireless communications device to write, send, or read a text-based communication.  A violation of this section is an infraction punishable by a base fine for a first offense and an increased fee for each subsequent offense.
POLICY

DCFS requires employee use of cellular phones to be in accordance with all State and Federal laws while employees are on paid County time.  Employees are also to comply with all County policies and rules including, but not limited to, the use of County equipment.
Use of County-issued Cellular Phones

The County of Los Angeles is not responsible for any citations if an employee violates California Vehicular Code Sections 23123 or 23123.5.  The employee is personally liable for the violation of either code section.  

Where business needs demand immediate contact with an employee, DCFS may issue a County-owned and serviced cellular phone to an employee for County business use. Whenever practicable, employees should use a land-line telephone, rather than a cellular phone to conduct County business.
Employees should only use a County cellular phone for personal calls in case of an emergency.  Employees in possession of County equipment, such as cellular phones are expected to protect the equipment from loss, damage, or theft, provided their own personal safety is secure.
Upon resignation or termination of employment, or at any time upon request, the employee may be asked to produce the cellular phone for return or inspection.  Employees unable to present the cellular phone in good working condition, within the time period requested, will be expected to bear the cost of a replacement.
Safety Issues for Cellular Phone Use

Employees whose job responsibilities require regular or occasional driving and who are issued a cellular phone for business use, shall not use a hand-held cellular phone, send text messages or check email while driving.
Employees must safely pull off to the side of the road and completely stop the vehicle before placing or accepting calls and before sending or receiving text messages or emails.
If accepting a call is unavoidable and pulling over is not an option, employees are expected to use a hands-free device and limit the call time.
Personal Cellular Phones

During paid work hours, employees are expected to exercise the same discretion in using personal cellular phones as is expected for the use of any County phone.
Personal calls, text messaging, internet browsing and all other phone usage during the work day, regardless of the phone used, can interfere with employee productivity and be distracting to fellow employees.  Employees are expected to make personal phone calls and send text messages during non-work hours when possible and to ensure that friends and family members are aware of the County's policy. Considerations may be made in circumstances demanding immediate personal cellular phone use, but this immediate need should be communicated to an employee's supervisor or manager.
DCFS is not liable for the loss or damage of personal cellular phones brought to the workplace.  DCFS management does not expect employees to utilize their personal cellular phones for conducting County business.
Office Etiquette
All pagers and cellular phones must be placed on silent, vibrate or be turned off while in the office or at County business-related meetings.
COMPLIANCE

Employees who are charged with traffic violations resulting from the use of a County-issued cellular phone while driving on County business, may be subject to disciplinary action and personal liability resulting from such traffic violations.
AUTHORITY

California Senate Bill 1613 (SB 1613)

California Vehicular Code Sections 23123 and 23123.5

DHR Code of Conduct - January 13, 2010

Los Angeles County Fiscal Manual - Chapter 4.7

Board of Supervisors Policy 6.101 "Use of County Information Technology Resources"

Board of Supervisors Policy 6.104 "Use of Electronic Mail (email) by County Employees"

Board of Supervisors Policy 6.110 "Protection of Information on Portable Computing Devices"
Board of Supervisors Policy 3.160 “County Cellular Telephone and Other Wireless Data Devices Usage Policy
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