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STAFF COMMUNICATION DEVICE POLICY 

Section 1:  Definitions 

For purposes of this policy, the following terms shall have the definitions set for: 

1. Administrators:   

head building principals, assistant building principals, activities (athletic) directors, 

program directors, Superintendent, Deputy Superintendent, District Level Directors 

(curriculum and instruction, state and federal programs, special education, human 

resources, data and testing, auxiliary services, business) 

2. Communication Device:  

 

includes all portable devices that send or receive calls or text messages, allow the 

retrieval of e-mail or provide access to the internet.  Communication devices shall 

include, but may not be limited to cell phones, smart phones, I-pads and tablets 

 

3. Instructional Staff:  

 

certified teachers, substitute teachers, paraprofessionals, building aides, other staff 

members who are directly responsible for the instruction of students 

 

4. Non-Instructional Staff: 

 

auxiliary staff, such as custodial, food service, grounds, maintenance, technology 

 

Section 2: Instructional Staff 

 USD 480 is committed to providing an educational environment, free of disruption.  USD 

480 also recognizes the value of integrating technology into the learning environment.   

Restrictions: 

 The following restrictions concerning the use and possession of communication devices 

shall be observed by all certified instructional staff and instructional classified staff. 

1. Communication devices shall be turned off unless being it is utilized in an academic 

activity with students.  



2. Communication devices shall be turned off while monitoring testing, during staff 

meetings, assemblies and at such other times and events as directed by the building 

principal, Superintendent or Deputy Superintendent. 

3. Instructional staff shall not wear or use any earpiece or other device which allows a 

communication device to be used as a ‘hand free’ unit during class time, student 

assemblies and staff meeting. 

4. Communication devices shall not be used for personal conversations or personal 

business, except during any authorized break in the work day. 

5. Communication devices shall not be used when: 

a. Driving district owned vehicles 

b. Operating any vehicle in which a student is being transported when the 

transportation is provided as part of the employee’s job or 

c. Supervising students who are entering or exiting a vehicle, crossing 

thoroughfares, or are otherwise attempting to safely reach their destinations. 

Consequences: 

Consequences for violation of this policy may include, but are not limited to verbal warning, 

written reprimand, suspension, etc.  Consequences shall be at the discretion of the administrator.  

 

Section 3: Non-Instructional Classified Staff 

 USD 480 recognizes that in certain instances use of communication devices can pose a 

hazard to the work environment or to the safety of students. 

Restrictions: 

 The following restrictions concerning the use and possession of communication devices 

shall be observed by all non-instructional staff. 

1. Communication devices shall not be used for personal conversations or personal 

business, except during any authorized break in the work day. 

2. Communication devices shall not be used when: 

a. Driving district owned vehicles 

b. Operating any vehicle in which a student is being transported when the 

transportation is provided as part of the employee’s job or 

c. Supervising students who are entering or exiting a vehicle, crossing 

thoroughfares, or are otherwise attempting to safely reach their destinations. 

Consequences for Violation 

Consequences for violation of this policy may include, but are not limited to verbal 

warning, written reprimand, suspension or termination.  Consequences shall be at the discretion 

of the administrator. 



 

 

Section 4: Administrators/Supervisors 

 USD 480 recognizes it will be necessary to contact administrators/supervisors at times 

other than during school or school sponsored activities.  The availability of an 

administrator/supervisor by a communication device is important and may even at times be a 

critical necessity. 

 

Use of District Provided Communication Devices  

 USD 480 shall provide administrators/supervisors with a communication device.  It shall 

remain the property of the school district.  The device shall remain on and be kept with the 

administrator at all times. 

 USD 480 recognizes that each administrator may periodically need to use the device for 

personal business.  The first and primary use of the device is for school purposes.  If an 

administrators/supervisor’s device use for personal business is determined to be excessive, the 

superintendent will determine what course of action needs to be taken.  

 Administrators/supervisors are expected to exercise reasonable care to protect district-

provided communication devices from damage or theft and must report any such incidents 

immediately.  (See authorized user agreement for further details.) 

 Administrators/supervisors do not have any expectation of privacy when using district-

provided devices or any information stored on them.  Such devices may be confiscated and 

searched at any time. 
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