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PURPOSE: The purpose of this policy is to establish procedures for maximizing the safety of 

personnel and operation efficiency while responding and dealing with emergency calls. 

SCOPE: This procedure is to be followed by all officers and members of the Mukwonago Fire 

Department.  Authority to deviate from this procedure rests with the officer in charge 

who will be responsible for the results of any deviation.   

The Mukwonago Fire Department will follow the Village of Mukwonago Employee Handbook 

Cellular Equipment Policy. 

 

This section sets forth the Village’s Policy on the use of cellular handheld Voice and Data 

Services Equipment, which includes cellular phones, Blackberries, smart phones and any other 

equipment that utilizes cellular signals to provide internet access, hereinafter collectively 

referred to as “cellular services.” Should a laptop computer or tablet fall into this category, its 

possession and use must also comply with the Village’s Electronic Communications Use Policy. 

 

Cellular services provide authorized users with the capability to do one or more of the following 

from a handheld device: 

• Send and receive e-mail and/or data 

• Place and receive calls 

• Remotely access files, calendars, address books and task lists 

• Research and browse the web 

• Access and run various applications 

 

Assignment of Fire Department Cellular Services 

Employees may be candidates for Village-assigned Cellular Services if they: 

• are required to remotely access their email or calendar on a regular basis to carry out 

their job responsibilities. 
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• must remotely complete time sensitive work on a regular basis. 

• have responsibilities related to emergency response or continuity of business services. 

• can significantly increase productivity and/or reduce overall expenses by using Village 

assigned Cellular Services; or 

• an otherwise establish cellular services are necessary. 

 

Requests for Cellular Services 

When a Department Head determines cellular services are needed for an employee’s job 

responsibilities, the Department Head or Designee must submit a request to the Village 

Administrator for review and approval. Requests should document the need and benefit of using 

this technology, including service/device costs and cost justification. Cost savings that would be 

realized by consolidating services into one device to replace other devices such as a laptop, 

cellular phone, PDA, or pager should be documented in the request. Whenever frequency of use 

does not justify an individual assignment cellular services should be shared or pooled to 

maximize savings. When pooling or sharing of cellular services does not meet operational needs, 

an employee may be individually assigned a wireless device and service. 

 

Approvals 

Because of the initial and ongoing costs associated with these devices and short product life 

cycles, care should be taken to approve the least expensive solution that meets user needs and 

then only for employees who can clearly demonstrate this technology will help them perform 

their duties in a more efficient manner. 

Employee Receipt of Cellular Services 

Department Heads or the Village Administrator issuing the phone must provide a copy of this 

policy and an Acknowledgement of Receipt Form to any employee using any Village-assigned 

cellular services, The employee’s Department Head or Designee or the Village Administrator is 

responsible for obtaining a signed Acknowledgement of Receipt form from those employees and 

keeping it on file for the duration of the employee’s use of cellular services and any additional 

time determined by the Village’s records retention schedule. 

Review 

The Clerk-Treasurer’s Office may review Wire Services bills to ensure each employee is on the 

most cost-effective plan most closely matching his/her typical usage pattern. Recommendations 

for changes in the plan assignment should be documented and submitted to the Village 

Administrator for review. Per departmental internal procedures, Department Heads or 

Designees familiar with an employee’s usage are also responsible for reviewing/approving 

monthly cellular service billings. 

Annual review of Cellular Services usage may be used to determine if there is a continuing need 

for the equipment and services and if it is cost justified. Department Heads or Designees should 
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inform the Village Administrator when the determination is made to disconnect or reassign 

service. 

Annual Distribution of Policy 

The Clerk-Treasurer will distribute this policy annually to Department Head or Designee and 

service approvers to ensure all employees who use cellular services receive the policy and have 

an acknowledgement form on file. 

Employee Use of Cellular Services 

a. Use of Wireless Devices 

Village provided cellular services are intended for Village business. Personal use of is prohibited, 

except if the use falls under the identified incidental personal use circumstances identified in the 

electronic communication policy and calls otherwise permitted under a collective bargaining 

agreement. Examples of essential personal calls include arranging for care of a child or any other 

family emergency, to alert a family member of an unexpected delay due to a change in work 

schedule or to arrange for transportation or service in the event of car trouble, etc. 

Departments must ensure compliance with the personal use restrictions articulated in this policy 

by implementing procedures so employees who use cellular services, or a designated staff 

member who is familiar with the employee’s usage, should conduct periodic reviews of Wireless 

Service billing to identify personal calls prohibited by this policy. 

When an employee is authorized to use an individually assigned wireless device, the Village may 

permit a personal cellular number to be added to a Village-owned device so long as no personal 

plan or device charges are billed to the Village’s accounts and personal billing statements are 

kept separate from Village business billing account statements. 

b. Safety 

The safe use of cellular devices is of the utmost importance; thus, employees are responsible for 

using them in a safe, prudent, and legal manner. When driving a vehicle or operating potentially 

hazardous equipment, an employee’s attention should be fully directed to that activity. 

Generally, cellular devices should be turned off in such situations, allowing voice calls to go into 

voicemail and email/text messages. If there is good reason for a phone call to be answered 

promptly, the employee should safely stop his/her activity or pull over to the side of the road 

before answering the phone. 

 

• All staff need to sign and submit the Cellular Equipment Use Agreement 


