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1. INTRODUCTION
1.1 The number of hours worked every day is an essential component of an employment relationship between the Company and employee.
1.2 It is a requirement to precisely log the number of hours that were spent on a task or a project.

1.3 To ensure that the hours that an employee work on a daily basis is accounted for, a system referred to as Celoxis is used.

1.4 Celoxis is used to log/capture an employee’s hours worked during a week against a specific Project or Service Level agreement, this time sheets will be used to bill the client and keep an audited time trail to give to the client when required. 

1.5 It is expected from all employees in projects and support (and any other staff who works on projects or SLA agreements or individuals who has been informed to do so) to log their hours weekly before 15:00 on a Friday afternoon.

1.6 Falsifying a time record is a breach of company policy and is grounds for disciplinary action, including the possibility of termination of an employee’s services.
2. AIM OF THIS POLICY

The aim of the policy is to:

2.1 provide the policy framework that needs to be followed by Company employees who are required to log/capture time (hours worked).
3. SCOPE OF THIS POLICY

3.1 This policy applies to all staff.

4. LOGGING OF WORKING HOURS

4.1 Employees are required to log a minimum of 8 (Eight) WORKING hours per day, therefore 40 (forty) hours per week, in Celoxis, unless a valid reason is given for not been able to log e.g. sick, half day leave, annual leave etc.
4.2 The ‘reason’ for not been able to log the full 8 working hours, or 40 weekly hours must be logged in Celoxis, e.g. 8 hours for a day’s leave taken.
4.3 All hours must be logged before 15:00 on a Friday of each week.
4.4 Hours must be logged in increments no smaller than a quarter of an hour (15 minutes) intervals. Preferably, if possible, half an hour (30 minutes) interval.

4.5 Employees are not required to log their lunch hour if you did not work for the allotted hour.
4.6 A ‘Internal’ project is available in the project dropdown list to log non-project specific hours e.g. general admin may be logged under the ‘Internal’ project. 
5. LOGGING OF PROJECT HOURS
5.1 All hours spent working at a client’s site or on a client’s project are called ‘Project’ hours.

5.2 All project hours must be logged in Celoxis against the correct Project name and.
5.3 Work done outside of regular working hours i.e. overtime, over the weekend or on public holidays, must also be logged in Celoxis.

5.4 Please refer to the Celoxis Time Logging document received from HR with your welcoming email. 

6. DISCIPLINARY ACTION
6.1 Any employee not completing their timesheets will be issued a first verbal warning, followed by a written warning which will be placed on file and will be valid for 6 months.

6.2 After the first written warning a staff member will be issued a letter to attend a disciplinary hearing after which the company’s normal disciplinary process will be followed.

7. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.
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