




















Rouss City Hall Telephone: (540) 667-1815 

15 North Cameron Street 
Winchester, VA 2260 I 

FAX: (540) 722-3618 
TDD: (540) 722-0782 

TO:

FROM:

RE:

DATE:

ALL CITY OF WINCHESTER EMPLOYEES

EDEN FREEMAN, CITY MANAGER�

Website: www.winchesterva.gov 

USAGE OF CITY -ISSUED CELLULAR PHONES AND MOBILE
DEVICES (REF: CEMS 7.12) 

OCTOBER 21, 2015

As a reminder and per Section 7.12 of the Comprehensive Employee Management 
System (CEMS}, "Cellular phones are issued to employees in order to provide more 
efficient methods of customer service and increased communication for safety 
purposes. It is important that users of City supplied cellular phones understand it is a 
privilege." 

Please remember that a City-issued cellular telephone or mobile device shall only be 
used for appropriate business purposes when a safe, convenient, and less costly 
alternative is not available. Personal use of a City cellular telephone or mobile device is 
prohibited, except in cases of personal emergency, extended work hours, unexpected 
travel, or when unanticipated changes in job-related circumstance require the employee 
to contact family members, teachers, doctors, daycare centers, or others affected by the 
change. 

It shall be the responsibility of each department head or his/her designee on a monthly 
basis to document any allowable personal use by each of their employees on City­
issued cellular telephones or mobile devices and to ensure reimbursement is received 
by the City for any such usage. 

Use of a City-issued cellular telephone or mobile device is a privilege and failure to 
adhere to Section 7 .12 of CEMS will result in your City-issued cellular telephone or 
mobile device being revoked and may lead to disciplinary action. 

Please let me know if you have any questions or concerns. 

"To be a financially sound City providing lop quality municipal services 
while focusing on the customer and engaging our community. "



 
 

  
 
 
 

“To provide a safe, vibrant, sustainable community while striving to constantly improve  
the quality of life for our citizens and economic partners.” 

 

Rouss City Hall                              Telephone:           (540) 667-1815 
15 North Cameron Street                             FAX:          (540) 722-3618 
Winchester, VA  22601                             TDD:          (540) 722-0782 
                               Website:   www.winchesterva.gov 
 

 
 
TO:  ALL CITY OF WINCHESTER EMPLOYEES 
 
FROM: EDEN FREEMAN, CITY MANAGER 
 
RE:  ROUSS CITY HALL ROOM RESERVATION POLICY 
 
DATE: AUGUST 5, 2016 
 

 
PURPOSE AND SCOPE 

 
This policy is hereby enacted to provide direction to City of Winchester employees 
regarding the booking and reservation of rooms within Rouss City Hall and supersedes 
any existing City of Winchester policy pertaining to the aforementioned directive.  
 
Effective immediately, all City employees are hereby prohibited from reserving or 
booking rooms within Rouss City Hall to be used by private organizations for non-City 
staffed functions. 
 
Supervisors and directors are responsible for enforcing this administrative policy.  This 
includes documenting incidents related to violations, monitoring situations to spot 
abuses, taking appropriate disciplinary action and counseling employees who violate 
this directive. Violations of this directive may result in disciplinary action up to and 
including termination. Disciplinary action for violations of this policy should be issued in 
accordance with the City of Winchester’s Comprehensive Employment Management 
System Section 35 – Causes for Disciplinary Action. 
 
Any questions or complaints that cannot be handled by the employee’s supervisor or 
Department Director should be referred to the Director of Human Resources or their 
designee for guidance.   
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