Operating Procedure No. 6250P 
Management Support

MOBILE COMMUNICATION STIPEND

PURPOSE 
To establish procedural guidelines to pay a mobile communication stipend to regular, full-time/part-time PSESD employees who have a documented business need for mobile communication to perform essential job functions and meet this need in accordance with eligibility requirements. 
  
[bookmark: _Hlk511902701]ELIGIBILITY REQUIREMENTS
To qualify for the mobile communication stipend, the employee must have an Agency business need, determined and approved by the appropriate Executive Leadership Team (ELT) Representative, that includes one or more of the following: 

a) The duties of the position may lead to potentially dangerous scenarios and situations with no other acceptable or reliable means of alternative communications. 
b) The duties of the position require that work be performed away from the Agency and/or workspace, and business communications during scheduled work hours is needed. 
c) The duties of the position are such that immediate response is critical.
i. The position is responsible for critical infrastructure or operational support and needs to provide response in accordance with defined job duties. (computer or network responder, communications, payroll, facilities, etc.), or
ii. The position's duties make it necessary that the position be accessible to communicate for business-related purposes outside of scheduled hours, or
iii. The Superintendent deems it necessary to ensure the flow of information and critical support of the Agency’s mission.
d)	The duties of the position require a significant amount of travel related to Agency business during or outside scheduled work hours and access to mobile technology to communicate is needed.

Stipend eligibility is based on an assessment that the duties of the position require mobile connectivity as described above. Under no circumstances will the issuance of a stipend create or expand the above requirements. If, for example, a staff member is authorized a stipend in support of required frequent travel outside the agency workspace during their workday, issuance of a stipend does not create expectations of accessibility outside established working hours. 

OTHER ELIGIBILITY CONDITIONS 
a) Employees hired after the 15th of the month will be eligible for a stipend the next working month. 
b) Terminated employees must work 10 days of the month of termination to be eligible to receive the stipend that month. 
c)	The mobile communication stipend will be suspended during periods of full and continuous absence such as family medical leave, temporary disability leave, pregnancy disability leave, etc. This stipulation does not apply to employees who choose to work intermittently during approved, full and continuous leaves of absence.

DEFINITIONS 
Mobile Communication. 
· Use of a mobile device provided by commercial carriers offering personal mobile communication plans that transmit and receive voice, data, and/or text. 
Mobile Communication Stipend. 
· Payment for the estimated portion of an employee’s personal mobile communication device and/or plan utilized for business-related purposes.  
· The stipend shall cover the employee's projected business-related expenses as well as device wear and tear. 
· The stipend does not constitute an increase in base pay, nor will it be included in the calculation of base pay increases. 
· The stipend will be itemized and reported on employee pay statements and W-2s and is subject to applicable taxes. 
· The stipend amount will be evaluated periodically to determine marketplace competitiveness.
· The stipend is not guaranteed and may cease at any time for any number of reasons, including the decision of the Superintendent or designee.


MOBILE COMMUNICATION STIPEND ELIGIBILITY WORKFLOW
 
	Step
	Responsible Party 
	Procedure


	1.
	Employee and Supervisor	
	In response to employee request or evaluation of job requirements, the supervisor determines if the employee has a documented business need for mobile communication to perform essential job functions in accordance with the Mobile Communication Stipend Policy and Procedure. 
Employee and supervisor complete the Mobile Communication Stipend Request Form.  Supervisor indicates approval or disapproval, adds rationale for disapproval, and forwards to ELT Representative.

	2.
	ELT Representative/Payroll
	ELT Representative reviews the Mobile Communication Stipend Policy and Procedure and the submitted Mobile Communication Stipend Request Form, indicates approval or disapproval with a rationale for disapproval, and forwards to Payroll for processing.

	3.
	Business Office/Agency Tech	



	Agency Technology, in collaboration with the Business Office, periodically reviews and updates stipend based on marketplace information and communicates updated stipend amount to Supervisors and ELT.

	4.
	Supervisor
	Supervisor conducts periodic review of employee’s continued eligibility for a stipend and renews or cancels stipend using the Mobile Communication Stipend Request Form. Supervisor forwards the completed and signed form to ELT Representative for action as stated in Step 2.  Only cancelations are forwarded to Payroll for processing. 



