[image: image1.jpg]SPATIAL PARTN




[image: image1.jpg]

	Revision Date
	Version
	Comment

	01/08/2009
	1.0
	Original Policy

	28/03/2023
	1.2
	Review

	Policy approved by:
	Signature
	Date

	Policy Owner:
	
	
	

	Managing Director:
	Steve Hine
	
	

	Keywords:
	Landline; Cellular phone; Cell phone; Telephone; 3G Internet Access


1. INTRODUCTION

1.1 Some employees, due to the nature of their positions and/or their jobs within the Company are required to make use of telephones in order to facilitate communication between them and the Company/Clients.
1.2 For the purpose of this policy:
1.2.1 Cellular Phones are defined as standard mobile Phones supplied by a registered service provider that is issued to an employee by the Company or, which an employee has obtained in their personal capacity from a service provider.
1.2.2 Landlines refer to telephones that have fixed lines in the office.
1.2.3 Telephones refer to both Cellular and Landline Phones.

1.2.4 3G Internet Access refers to 3G Modems and/or 3G Data Bundles
2. AIM OF THIS POLICY

The aim of this policy is to:

2.1 standardize the use of Cellular Phones in the Company.
2.2 provide guidelines and procedures to be followed by all Company employees to manage their telephonic needs.
2.3 explain the conditions of use for Cellular Phones and Landlines. 
2.4 ensure that employees use Cellular Phones and Landlines in an ethical and considerate manner, in compliance with the culture and policies established by the Company.
2.5 To provide the guidelines for the use of 3G Internet access via Cellular Phones
3. SCOPE OF THIS POLICY

This policy applies to all employees at various levels of employment, i.e. both Permanent and Fixed-Term employees as defined by the Labour Law who:
3.1 have been awarded access to a Landline, either individually or when sharing a Landline with fellow colleagues.
3.2 have been awarded Cellular Phones by the Company.
3.3 have obtained a Cellular Phone in their personal capacity from a service provider and utilize the Cellular Phone for business purposes.
3.4 Have been awarded 3G Internet Access

4. LANDLINES

4.1 All employees are provided access to Landlines whilst in the office. 
4.2 In order to curb the telephone costs of this Company, employees are encouraged to use Landline telephones to conduct the necessary business discussions with the Company’s business stakeholders.
4.3 Where the conditions are not amenable for the use of Landlines, Cellular Phones may be used. Caution should however, be practised to ensure that time spent on Cellular Phones are kept to an absolute minimum.
4.4 Telephones are intended to allow employees to communicate with colleagues and external organisations for business related matters. 
4.5 An employee’s job function often dictates the number and duration of calls that must made. 
4.6 On joining the Company an employee is provided with access to a Landline by the issuing of a Personal Identification Number (PIN).
4.7 Employees are required to log onto   the telephone system using their own PIN when making any phone calls. 

4.8 To ensure that there can be no dispute regarding the responsibility for calls, all Landlines that are allocated to a user must have the password PIN facility enabled. 

4.9 Where it is required that employees share a Landline, each individual user will be allocated their own PIN. 

4.10 The protection of the PIN is the responsibility of the user to whom such a PIN is allocated. The user will consequently be held accountable for any unauthorised use thereof. It is thus important that employees do not share their PIN with other employees. 

4.11 Telephone usage records are maintained and monitored in respect of all employees.
4.12 Although Landlines are provided for business use it is accepted that employees may occasionally need to make personal telephone calls from time to time. Whilst it is acceptable that Landlines are used occasionally for urgent private calls, this usage should be kept to a minimum. 
4.13 The Company will bear the cost for personal calls up to a maximum of R75.00 per month. Employees making personal calls in excess of the amount allowed will be dealt with in accordance with the disciplinary code.

4.14 An employee will need to identify personal calls on the monthly telephone usage log in order to determine and confirm the excessive usage. 

4.15 Excessive time spent on personal calls, even when the call is incoming and not payable by the Company, is time for which the employee is being paid by the Company to perform work. Employees are therefore expected to limit their private calls to three (3) minutes per call. Employees who spend an unreasonable time on personal calls may be subjected to disciplinary action.

4.16 Company employees must be considerate when using Landlines on Client premises. Clients are attempting to manage their telephone costs as vigorously as our Company. It is therefore critical in terms of maintaining good Client relationships to ask permission before using a Client’s telephone. Employees must also ensure that such calls are unavoidable, business related, short in duration and kept to a minimum.
5. CELLULAR PHONES
5.1 To enable our employees to provide a superior service to our Clients and to be reachable at any time by employees in the Office the Company distinguishes between the following Categories of Cellular Phone allowances:
	Category
	Description
	Method of Claiming

	1
	The Company grants permission to employees to claim back business related calls when using their private Cellular Phone for business purposes.
	Employees provide a copy of an Itemized Bill from the Service Provider indicating business calls made.

	2
	The company reimburses employees at a fixed rate when using their private Cellular Phones for business related calls or 3G business related 3G usage. 
	No claims are made. A fixed amount is added to an employee’s salary.

	3
	The Company issues Company Phones and 3G Modems to selected staff categories (mostly Senior Managers and Permanent Sales Staff whose sole responsibility is to sell products outside the Company’s premises).
	A fixed amount is deducted from an employee’s salary for private calls on a monthly basis, whilst the Company takes up the responsibility to pay the Service Provider.


5.2 Category 1
5.2.1 It is the responsibility of Category 1 employees to acquire a Cellular Phone and to enter into a contract with a service provider of their choice.
5.2.2 The Company grants permission to employees to claim back business related calls when using their private Cellular Phone for business purposes.

5.2.3 Category 1 employees need to submit a copy of the original invoice indicating the official business calls made by providing an itemized bill from a Cellular Phone Company indicating such calls, together with the normal Travel Claim Form (Appendix O-3-3). 
5.3 
Category 2
5.3.1 It is the responsibility of Category 2 employees to acquire a Cellular Phone and to enter into a contract with a service provider of their choice.
5.3.2 The Company will reimburse qualifying Category 2 employees at a fixed rate for the monthly rental and official business calls made on their private Cellular Phones, up to a maximum amount as stipulated hereunder:
	Staff
	Maximum Reimbursement
	3G Internet Access

	Managers

Sales Staff

IT Support Staff
	R1 200.00
	R250.00

	Other Staff

(As per specific arrangement)
	R350.00
	


5.3.3 Employees have to submit monthly claims and add their cell phone bill to the claim to be refunded.

5.3.4 Staff in this category will have to obtain specific permission from Management to claim according the mentioned schedule.

5.3.5 3G usage (irrespective of a 3G Modem and/or Data Bundle access) to the limit of the fixed amount is included. Usage in excess is for the user’s account.

5.3.6 Category 2 employees need to submit a copy of the original invoice (proof that an employee is reimbursed in line with expenditure) as received from his//her Cellular Provider together with the normal Travel Claim form (Appendix O-3-3).

5.4 Category 3
5.4.1 The Company issues Company Phones to selected staff categories (mostly Senior Managers and Permanent Sales staff whose only responsibility is to sell products outside the Company’s premises). 

5.4.2 In the case of Category 3 employees the Company will engage in different “types” of business contracts on behalf of employees. Depending on the particular “type” of contract the following deductions will be made from an employee’s salary for estimated private usage:

	Type of contract
	Deductions for private usage

	Talk 240 (Value = R430/month)
	R60.00

	Talk 500 (Value = R800/month)
	R150.00

	Talk 1000 (Value = R1500/month)
	R200.00


5.4.3 A fixed amount is deducted from an employee’s salary for private calls on a monthly basis, whilst the Company takes up the responsibility to pay the Service Provider

5.4.4 3G usage to the limit of the contract amount is included. Usage in excess is for the user’s account.

5.4.5 Category 3 employees do not need to submit any documentation.

5.5 It is the Managements’ prerogative to decide which employees are allowed to obtain Cellular Phone reimbursements. Employees will be informed in writing under which category they fall.
5.6 If, and whilst in the process of phasing in this policy, staff qualifying for a Company Phone, who still have a private agreement with a service provider, will be allowed to maintain their current Cellular Phones on the same basis as stated in Point 5.3.2. In this case employees need to submit their claims, together with a copy of their Service Provider’s account and deduct the amounts listed in Point 5.4.2 before submitting the claim for payment.
5.7 Where any employee’s business usage exceeds the maximum recommended reimbursement above, and that employee seeks to claim an additional amount for business calls, the Company has the right to examine his/her account and the employee needs to justify such additional expenses. Should this examination reveal that the limit has been exceeded due to the number/duration of personal calls; the Company may refuse the amount being claimed and increase the deductable amount in 5.4.2.
5.8 The Company bears no responsibility for the loss, damage or theft of Cellular Phones/3G Modems that are owned by employees. Employees are therefore encouraged to insure their Cellular Phones accordingly.
5.9 Where individuals are in possession of a Cellular Phone or 3G Modem belonging to the Company, they are expected to take particular care of the instrument. The Company will replace these Phones/Modems (in case of loss or damage) if loss or damage was no fault of their own. However, should the Company be of the opinion that the loss or damage of the Phone/Modem is partly or wholly contributable the negligence of the employee concerned (e.g. leaving a cell Phone/Modem unattended on a desk in an office) the cell Phone/Modem holder will be held financially liable for the loss or damage to the Phone/Modem, either in part or in full.
5.10 In case of loss or theft of a Company Cellular Phone/Modem such loss or theft must be reported to the relevant manager immediately in order to arrange for the necessary blacklisting of the SIM card and Phone/Modem.
5.11 If a Company Cellular Phone/Modem is stolen or lost, and the incident is not reported to the Manager and relevant Service Provider immediately, the holder of the Phone may, following an enquiry; be held personally liable for any illegal calls made from the Phone following theft or loss. In the event of theft the user must report to SAPS.
6. TAXATION IMPLICATIONS OF CELLULAR PHONES

6.1 If the Company covers the whole account of a Cellular Phone provided by the Company to an employee, the use of the Company Cellular Phone for personal calls is a free service and as such amounts to a taxable fringe benefit. If the employees calculate and pay for their personal calls (with the use of itemized billing), the fringe benefit reduces to nil. 
6.2 Where employees have entered into a contract with a service provider of his/her choice in their personal capacity the Company will reimburse the employee for the actual expense incurred for business calls made (identified via itemised billing) from his personal Cellular Phone. The amount reimbursed is not taxable.
7. AMENDMENTS
The Company reserves the right to amend this policy at its discretion. In such a case employees will be informed accordingly.

Directors:  S.S. Hine


Directors:  S.S. Hine



