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	Telephone and Mobile Phone Policy
Owner/ Department: IBU-BAH, HRA



	Brief
	It is the policy of SMSA to provide employees in certain positions with effective communication allowances in order to maintain good communication for carrying out their work responsibilities and decision-making.

	Purpose
	This policy is a guide to the usage of SMSA provided Telephone and Mobile Phones including but not limited to SIM Cards or any other telecommunication related services and devices.

	Persons Affected
	All employees of SMSA Bahrain as approved eligibility list only.

	Responsibilities
	Human Resource and Admin. Dept. 
· To ensure proper handover (Property Transfer/Turn Over) is implemented
· To educate employees about the terms and guidelines of using company-provided communication devices
Finance Dept. 
· To keep track and record usage of minutes, messages, and data-allocated allowance each employee every month; hence, deduction is to be considered if exceeded the allowance limit.

	Guidelines
	Employees who need to be in constant touch with the business or have to be accessible at any time on or after the business hours and especially whose job requires extensive travel and are not available in office for consultation/decisions are entitled to this policy:
· Any telecommunication devices provided must be handled with care at all times this includes telephone sets and mobile phones or any other telecommunication devices.
· Devices and services assigned can only be changed or altered with written permission of your immediate manager
· Telephone calls/emails need to be switched on at all times
· Calls/Emails need to be answered on a timely manner, any calls missed need to be called back at the earliest.
· A ringing phone in the office should not be unattended any time.
· The device will be used for company purpose only.
· Misplaced device or SIM should be immediately reported to the supervisor.
· Do not lease your device or connection to any third party at any time.
The allowance for each employee is to be charged under the Department’s cost center. Each Department should indicate approximate amount to be budgeted for their mobile allowance charges.
The eligible employees for the allowance should utilize that amount for business purpose only and any failure to entertain or answer calls of both customers as well as Supervisors/Management will lead to disciplinary action.

	General
	Any exception to this policy must be approved by the Country General Manager.
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