Mobile Technology Policy
Indian Hills Community College recognizes the importance of communication tools in assisting personnel with conducting day-to-day college business as well as emergency situations which may occur at any time of the day.  To meet this communication need, the college may establish mobile technology service plans (cell phones, laptops, PDA’s, smart phones) for those employees whose job requires them to work in a mobile environment yet remain accessible for college business.   In addition, mobile devices may be provided to personnel who need to be accessible at all times to handle emergency situations or to troubleshoot critical systems and services.

The purpose of this policy is to provide a consistent approach to establishing mobile technology plans.

Authority
Mobile technology plan requests (employee college plan or employee stipend) must be reviewed and approved at the Vice President/President level. Once approved, the Chief Information Officer and the Business Office/Payroll Department will work with employees to implement mobile service plans. The accounts that are approved will be reviewed on an annual basis to ensure compliancy with this policy.

Employee Plan
Individual employees may be approved for mobile plans based on the following criteria:

1.   The job requires the employee to be mobile with two-way communications (phone, email, etc.) 
2.   The job requires the employee to be accessible during non-duty times to handle emergency situations and/or to troubleshoot critical systems.

3.   Employee’s mobile device contact information will be published based on job responsibilities.

4.   Employee agrees to keep their device accessible during non-duty hours.

Employees who are approved for a mobile technology plan may choose one of the following options:

1.   Employee College Plan – The College will provide a phone to the employee based on current job responsibilities.  Services provided may include voice, text, and data based on job requirements and appropriate supervisor approval.
2.   Employee Stipend – The College will issue a mobile device stipend. The stipend will be considered taxable income to the employee.  This stipend does not constitute an increase to base pay, and will not be included in the calculation of percentage increases to base pay due to annual raises, benefits, etc.  The stipend will be paid as a flat rate per month based on the current market rate for minutes, data plan and equipment costs. The amount of the stipend will be reviewed annually by the Chief Information Officer and the Vice President/Chief Financial Officer.
Indian Hills Community College – Mobile Plan Stipend Form

This form should be completed by an IHCC employee for approval of a mobile plan stipend.  

________________________________

______________________________
                  Employee Name



              Employee Job Title

________________________________                    ______________________________
     Employee (Colleague ID) - 7 digits                                  Supervisor Name/Title                             


Phone number or mobile device identifier                 (        )_________________________


Vendor for mobile device    __________________________________________________  
                                                         (i.e. Verizon Wireless, AT&T, US Cellular, Sprint)  
 

Type of Plan (check 1)           ___ voice and text              ___voice, text, and data 

________________________________

_______________________________
                    Department  



    Department GL Account # - Stipend
 

________________________________                    ________________________________
             Employee Signature  


             Vice President or President Signature

***Please attach proof of mobile device plan and return form to CIO

====================================================================
Chief Information Officer will complete documentation below and forward form to the Business Office.
====================================================================

___________________________



_______________________
            Stipend Amount




    Stipend Activation Date

___________________________                                 _______________________________
              CIO Signature                                  

                   VP/CFO Signature

