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21.04 USE OF AGENCY TELEPHONES AND CELLULAR TELEPHONES; USE OF PERSONAL 	CELLULAR TELEPHONES 

[bookmark: _GoBack]POLICY STATMENT
The use of telephone communication is vital to the mission of the Erie County Sheriff’s Office. While recognizing the extreme importance of this type of communication, the Erie County Sheriff is obligated as a matter of public policy that such communication is conducted in the most efficient and cost-effective manner as possible. This policy addresses specific issues relating to telephone use by agency employees. Unless otherwise specified, the word “telephone” applies to both “land-line” telephones and “cellular” telephones.

GENERAL USE OF TELEPHONES 
1. Those employees utilizing telephones will be courteous and professional at all times during their 	 	  	     conversations, regardless of the tone or demeanor of the caller.
2. Those employees receiving a call that must be forwarded to another employee will do so in a polite and 	 	    efficient manner. 
3. Those employees answering emergency calls will quickly and efficiently obtain the necessary information 	    	    from the caller. The caller will only be forwarded to another public safety agency as necessary to obtain 	 	    the emergency services needed by the caller, and only if the employee is unable to dispatch those services.

USE OF CELLULAR TELEPHONES 
1.  Unless otherwise prohibited below, certain employees may carry and use personally owned cellular 	 	     telephones.   As with agency “land-line” telephones, the use of such phones for personal calls shall be 	 	     limited to family or personal emergencies or for employment related communication.   Personally owned 		     cellular telephones will not be used for general non-employment related communication and should not 		     be used, unless absolutely necessary, in the presence of the general public.
2.  To avoid unnecessary distractions that would interfere with inmate observation by Corrections 	 	     Officers within the Erie County Jail; to prevent any security breaches involving cellular telephones; 	 	     and unless otherwise specifically authorized in writing by the Sheriff, Chief Deputy, or Jail 	 	   	     Administrator, no Corrections Officer or other agency employee entering the Erie County Jail is 		     authorized to possess a cellular telephone while present within the confines of the Jail.   The Sheriff, 		     Chief Deputy, and Jail Administrator are hereby deemed exempt from this policy requirement 		     because of their job duties.
3.  To avoid unnecessary distractions that would interfere with emergency public safety communication 		     duties, and unless otherwise specifically authorized in writing by the Sheriff, Chief Deputy, or 		     Communications Supervisor, any Communications Officer (Dispatcher) or other agency employee 		     entering the Erie County Sheriff’s Dispatch Center is specifically prohibited from possessing a 		     cellular telephone while present within the confines of the Dispatch Center.  The Sheriff and Chief 		     Deputy are hereby deemed exempt from this policy requirement because of their job duties.
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