
 1 

DEPARTMEMNT OF PERSONNEL ADMINISTRATIVE REGULATION NO. 150: 

USE OF TECHNOLOGY RESOURCES AND SOCIAL MEDIA POLICY 

 

 

Frequently Asked Questions: 

 

1. Question:  Does an employee need to log off or lock his/her work station other 

than when they go on break or lunch?    

 

Answer:  Yes.  The regulation states that “when employees are away from their work 

stations they must log out of their work station or ‘lock’ their work station in order to 

prevent unauthorized access”. (Emphasis added).  Therefore, if an employee is a 

sufficient distance away from his/her work station for enough time to allow another 

person to access his/her computer he/she must log out or lock his/her work station. If 

another person is able to use the employee’s computer without that employee’s consent 

because of the employee’s failure to log out or lock his/her work station, the employee 

has violated this provision of the regulation. 

 

2. Question:  Can an employee use his/her City computer to see if his/her paycheck 

direct deposit was made, or to print an email or message from a healthcare provider for 

purposes of time-off approval or to send a PDF of a utility bill to his/her appointing 

authority or his/her designee to verify his/her home address? 

 

Answer:  Employees may access the Internet on the City’s computer systems while on a 

scheduled lunch break or other scheduled break, provided, however, that employees 

may not access pornographic, adult themed, political, campaign, or other prohibited 

sites; in all instances employees shall observe all Department of Personnel 

Administrative Regulations, City polices, and the City Employee Code of Conduct. 

 

3. Question:  The regulation labels Wikipedia as "social media".  If it is being used 

for a City-related purpose, would that be prohibited?   

  

Answer:  If Wikipedia is being used in the course of completing the employee's work 

related duties, then it is not being accessed for personal use and is not prohibited.  When 

in doubt, the employee should seek guidance from his/her supervisor. 

 

4. Question:  Can you have your work email on your personal electronic devices?  If 

not, how are employees to be informed of emergencies? 

 

Answer:  The regulation does not prohibit an employee from checking his/her work 

email on a personal electronic device provided the employee keeps his/her work email 

password confidential and does not allow others access. However, individual 

departments/divisions may have prohibitions regarding the use of a personal electronic 

device to review or respond to emails and, therefore, an employee should check with 

his/her appointing authority.  Further, non-exempt employees (overtime codes 2, 3 and 4) 

are not authorized to conduct work on their personal electronic devices that might result 
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in overtime without the prior permission of their appointing authority or his/her designee 

(i.e. before or after work).   

 

5.   Question:  Can you use your work computer to apply for City jobs? 

 

Answer: Employees may use their work computer to apply for City jobs but only while on 

their scheduled lunch break or other scheduled break. Again, this must be done on the 

employees’ personal time and they must not exceed their allotted lunch break or other 

scheduled break time without the prior permission of their appointing authority or his/her 

designee.  

 

6.   Question:  Can an employee use a City computer for personal use when he/she is 

off the clock (i.e. at lunch, on a break, before/after work hours) as long as that employee 

is not looking at prohibited sites?   

 

Answer:  Yes, subject to the conditions outlined in Question # 2 above.  

 

7.   Question:  Can employees check their personal email using their work computer if 

they sometimes get work related emails from citizens?   

 

Answer:  Yes, subject to the conditions outlined in Question # 2 above. However, 

employees should be aware that if City business is conducted using personal email 

accounts, emails could be subject to disclosure under the Sunshine Law and such email 

accounts could be subject to discovery in litigation involving the City.    

  

 8.   Question:  How long of an absence requires an employee to log off or lock his/her 

computer?    

  

Answer:  See answer to Question # 1.  

 

9.   Question:  Is accessing your work email on your home computer, tablet or phone 

allowed?  Can you reply to emails from your home computer, tablet, or phone? 

   

Answer:  See Answer to Question # 4.  

   

 
 
 


