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EMPLOYEE/PERSONNEL                                         Administrative Procedures 426A 
 

 
Procedure for Cellular Devices 
 
The purpose of this procedure is to define the process in the district regarding wireless 
devices as follows: 
 

A. Define when an employee qualifies for payment of cellular business  
  expenses through a business expense reimbursement.  
 
B.  Discontinue district-owned cellular devices where possible. 
 
C.  Transfer the ownership and responsibility for contracts and equipment    
  from the district to the employee. 
 
D.  Reduce administrative burden associated with processing these expenses. 

 
Except for circumstances noted under "Special Situations," the district will no longer 
supply cellular devices or reimburse employees for ongoing business expenses related to 
cellular devices. Instead, district employees who meet the eligibility requirements will be 
given a predetermined amount of business expense reimbursement to cover the 
approximate business use of the cellular device. The eligibility requirements will 
determine which business expense reimbursement an employee will receive. 
 
District employees who qualify for and receive a business reimbursement will be 
responsible for acquiring and maintaining their equipment. In addition, contracts entered 
into by qualifying employees will be personal contracts that will be the responsibility of 
the employee, not the district. For those who qualify, this procedure authorizes a $45 
monthly business reimbursement  non- taxable compensation for cellular devices, or a 
$90 monthly business reimbursement non- taxable compensation for cellular devices with 
data plans when required. Employees who receive the monthly business reimbursement 
compensation may not receive reimbursements for any additional cellular device 
expenses. 
 
 
Eligibility Requirements 
 
The guiding principle for eligibility is that the use of a cellular device by an employee is 
for the benefit of the district, rather than the convenience of the employee.  Specifically, 
district employees are eligible to receive business reimbursement if they meet all of the 
following criteria: 
 

A. The employee's job requires him or her to be readily accessible for    
   frequent contact with the public or with district faculty, staff or students. 
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B. The employee's job limits his or her access to regular land-line telephones     
  that would satisfy the required business communication needs. 
 
C. The employee’s job requires them to have email and internet access 

outside normal operating business hours.  
 
D. The employee will be reimbursed $45 when the administrator determines 

the employee meets the requirements of A and B.  
 
E. The employee will be reimbursed $90 when the administrator determines 

the employee meets the requirements of A, B and C. 
 
F. In order to be eligible for a cellular device reimbursement or a special 

circumstances district cellular device explained below the “Acceptable 
Use Form” must be completed and turned into the business office. 

 
 

Monthly Cellular Bill Review and Annual Service Reviews 
 
Authorization for a business reimbursement must be reviewed and renewed annually and 
must be authorized by a Principal or Administrator.   Employees who have significant 
business use of cellular devices should work with their Principals/Administrator to 
determine if they qualify for the monthly business reimbursement. 
 
Equipment Costs 
 
Employees who are eligible for the business reimbursement compensation are expected 
to absorb the cost of the equipment (most cellular carriers offer numerous contracts with 
free or low-cost phones). Schools/Departments are not allowed to establish guidelines 
that differ from these district-wide guidelines. 
 
SPECIAL SITUATIONS: 
 
District Owned Cellular Devices and Contracts 
 
Certain programs may have special needs that justify district-ownership of cellular 
devices.  Delivery drivers, maintenance personnel, custodians, security and parking lot 
attendants are examples where cellular devices are assigned or rotated among employees. 
This would also include programs that have multiple employees sharing a single cellular 
device for on-call rotations.  Staff may qualify for only intermittent and temporary use of 
district-owned cellular devices, when their Principal or Supervisor determines there is a 
valid documented business need. Employees are expected to use district-owned cellular 
devices responsibly and in accordance with these guidelines and any applicable work 
rules. 
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Personal use of district-owned cellular devices is not allowed. All district-owned cellular 
devices’ monthly statements must be reviewed, dated, and signed by the employee(s), 
and their Principal/Supervisor, acknowledging their review.  In addition, employees must 
reimburse the district within 30 days for the costs of any non-essential personal calls at 
the district's costs (i.e., the per-minute rate, any additional amounts for applicable toll or 
roaming charges, misc. fees and taxes).  Excessive personal use may be grounds for 
discipline or loss of cell phone use. 
 
If an employee leaves the district, they must return their cellular device phone on their 
last day of work in the district. 
 
Exceptions 
 
Employees who do not receive the standard business reimbursement may submit an 
expense reimbursement request for occasional, incremental business expenses.  
Incremental business expenses are those calls that result in additional costs that are above 
and beyond the employee's normal calling plan (e.g., excess minutes, roaming charges).  
When requesting reimbursement, the telecommunication expenses incurred by employees 
must be additional (incremental) costs, and must be substantiated and documented with a 
copy of the bill in accordance with district guidelines and applicable federal and state 
laws and regulation.  An example of a bona fide guideline exception would be occasions 
where employees are traveling for district business and make calls to home or work that 
involve roaming charges.  The district will reimburse those employees for their additional 
out-of-pocket roaming charges. 
 
Employee Safety 
 
District employees are discouraged from using a cellular device while operating a motor 
vehicle in the conduct of school district business, except for the purpose of obtaining or 
rendering emergency assistance. 
 
PROCEDURES 
 
Payment Options for Cellular Device Expenses 
There are three scenarios for payment of cellular devices. 
 

A. Standard business expense reimbursement for eligible individuals 
(preferred option). Employee requests reimbursement using the 
“Employee Request for Reimbursement Form” no later than one month 
after the expense occurred. 

 
B. Reimbursement to individuals for occasional, incremental actual expenses. 

Employee requests reimbursement using the “Employee Request for 
Reimbursement Form” no later than one month after the expense occurred.  

 
C. Direct payment to vendor for district/building-owned cell phones. 



426-4 

Transferring Contract Title from the District to the Employee 
 
Principals/Supervisors are to follow these guidelines and process changes immediately, 
and work with the applicable employees to transition existing cell phone contracts to the 
individual. The major cell service providers do not charge a fee for this transfer, but may 
require establishing a new contract. If encountering a provider that does charge for 
transferring the contract to the employee, the department may complete the transfers at 
the earliest date that allows the district to avoid the fee. No renewals or extensions of 
existing arrangements are allowed. 
 
 
 
Legal References: 15 U.S.C. § 6501 et seq. (Children’s Online Privacy Protection 

Act) 
17 U.S.C. § 101 et seq. (Copyrights) 
20 U.S.C. § 6751 et seq. (Enhancing Education through 
Technology Act of 2001) 
47 U.S.C. § 254 (Children’s Internet Protection Act of 2000 
(CIPA)) 
47 C.F.R. § 54.520 (FCC rules implementing CIPA) 
Minn. Stat. § 121A.0695 (School Board Policy; Prohibiting 
Intimidation and Bullying) 
Minn. Stat. § 125B.15 (Internet Access for Students) 
Minn. Stat. § 125B.26 (Telecommunications/Internet Access 
Equity Act) 
Tinker v. Des Moines Indep. Cmty. Sch. Dist., 393 U.S. 503, 89 
S.Ct. 733, 21 L.Ed.2d 731 (1969) 
United States v. Amer. Library Assoc., 539 U.S. 194, 123 S.Ct. 
2297, 56 L.Ed.2d 221 (2003) 
Doninger v. Niehoff, 527 F.3d 41 (2nd Cir. 2008) 
Layshock v. Hermitage Sch. Dist., 412 F.Supp.2d 502 (W.D. Pa. 
2006) 
M.T. v. Cent. York Sch. Dist., 937 A.2d 538 (Pa. Commw. Ct. 
2007) 
J.S. v. Bethlehem Area Sch. Dist., 807 A.2d 847 (Pa. 2002) 

 
Cross References: Princeton Policy 403 (Discipline, Suspension, and Dismissal of 

School District Employees) 
Princeton Policy 406 (Public and Private Personnel Data) 
Princeton Policy 412 (Expense Reimbursement) 
Princeton Policy 412.1 (Employee Travel & Related Services) 
Princeton Policy 413 (Harassment & Violence) 
Princeton Policy 505 (Distribution of Nonschool-Sponsored 
Materials on School Premises by Students and Employees) 
Princeton Policy 506 (Student Discipline) 
Princeton Policy 514 (Bullying Prohibition) 
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Princeton Policy 515 (Protection and Privacy of Pupil Records) 
Princeton Policy 519 (Interviews of Students by Outside Agencies) 
Princeton Policy 521 (Student Disability Nondiscrimination) 
Princeton Policy 522 (Student Sex Nondiscrimination) 
Princeton Policy 524 (Internet Acceptable Use and Safety) 
Princeton Policy 526 (Hazing Prohibition) 
Princeton Policy 595 (Web Authoring and Publishing) 
Princeton Policy 603 (Curriculum Development) 
Princeton Policy 606 (Textbooks and Instructional Materials) 
Princeton Policy 806 (Crisis Management Policy) 
Princeton Policy 904 (Distribution of Materials on School District 
Property by Nonschool Persons) 
Princeton Technology Procedure Manual 
 

Adopted:  April 12, 2011 
Revised: May 1, 2014 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


