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I. Policy

Electronic Communication is to be used when face-to-face communication is not available. 

II. Purpose

The intent of this policy is to provide clear guidance in the appropriate use of and provision of electronic communication.  Electronic communication devices may be made available to employees who require such devices in order to facilitate the expedient execution of Administrative Office of the Courts and Probation business and such devices and communication mechanisms are to be utilized in a professional manner per the Supreme Court Information Systems and Security Policy.

III. Reference

Supreme Court Information Systems and Security Policy

Nebraska Probation Code of Ethics

IV. Procedure

A. Distribution of Equipment
Distribution of electronic communication devices by the Administrative Office of the Courts and Probation shall be determined by the job description of the officer and the risk level of the probationers engaged with and as approved by the Deputy Administrator for Administration and Operations. All state distributed electronic communication devices shall remain assigned to the specific position, rather than an individual employee, unless approved by the Deputy Administrator for Administration and Operations. 
The Chief Probation Officer or designee has the authority to request equipment or services on behalf of employees meeting the aforementioned criteria. Included in the request submitted for equipment or services for employees shall be justification for the need which specifically details how the addition of the equipment or service will enhance the employee’s execution of their job responsibilities.
B. Appropriate Use of Electronic Communication Devices
While on duty and in the performance of their designated responsibilities, employees shall be required to be accessible on their mobile devices if assigned in order to respond to calls and in case of an emergency.  
At all times, employees issued an electronic communication device shall have their location services and share my location settings set to on.
Employees shall not use mobile devices while operating a personal or state-owned vehicle unless they are using a hands-free device.
All business-related communications shall be conducted in a professional manner per the Administrative Office of the Courts and Probation Code of Ethics regardless of whether the communication is conducted on a personal or government owned device.
Personal use of electronic communications resources shall be kept to a minimum and shall not adversely affect the performance of an employee’s official duties or the functions of an employee’s division. Such personal use shall not directly or indirectly interfere with the electronic communications resources; interfere with the user’s employment or other obligations; or burden the organization with additional costs.
C. Damaged, lost or stolen electronic communication devices

All incidents of damaged, dysfunctional, lost or stolen state distributed electronic communication devices shall be reported to the Administrative Office of the Courts and Probation.

D. Disposal
All unused state distributed electronic communication devices shall be returned to the Administrative Office of the Courts and Probation for appropriate disposal.
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