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YMA Cell Phone - Policy
Responsible Office:		YMA HR & Staff Operations 
Policy Sponsor:		Maryam Rahmani					
Effective Date:			03/01/2023
Scope
The following policy applies to all M&P and C&T permanent staff reporting into Yale Medicine Administration. 
Reason for the Policy
To establish a uniform policy covering the distribution of company-paid cell phones and plans. YMA will cover the cost of cell phones and monthly cell phone plans for specific roles in the department.
Definitions
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Yale Medicine Administration
	
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Policy Sections 
Yale Medicine Administration (YMA) will cover the cost of cell phones and monthly cell phone plans for the following roles: Sr. Leaders, Directors, Associate Directors, and CARE Center Managers and Clinical Operations Managers who are the escalation point for patient issues. All other requests will be on an as needed basis determined by the Chief Financial Officer (Iain Burchell). Individuals are expected to comply with the University’s policy 1607- Information Technology Appropriate Use, which stipulates the conditions for the University to access. Selection of mobile devices and replacement frequency will follow ITS standards. Employees in possession of a company-owned cellphone are expected to protect the equipment from loss or damage. Cell phones must be returned to the organization upon separation of employment.
[bookmark: _Hlk496601372]Per YMA Onboarding Guide/Checklist (Permanent Staff) - Reference, the manager or designated sr. administrative assistant should submit the request for a new phone or transfer with TeleCom for those permitted. For all other cell phone requests, please submit the business rationale to the functional area senior leader and if in agreement, send request to the Lead Administrator for final review and approval. Upon separation of employment, managers should follow YMA's offboarding guide.

Special Situations & Exceptions
Exceptions to this policy must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to maryam.rahmani@yale.edu
 
Roles & Responsibilities
Manager/ Sr. Administrative Assistant
· Submit requests for a new mobile phone or transfer with TeleCom.
· Submit exceptions to Chief Financial Officer/Lead Administrator for review.
Chief Financial Officer
· Review exception requests for approval.

Contact Information 
· Maryam.Rahmani@yale.edu, Assistant Administrator, Staff Operations & Administration

Related Information
1607 Information Technology Appropriate Use Policy
YMA Onboarding Guide/Checklist (Permanent Staff) - Reference

YMA Offboarding Guide/Checklist - Reference
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