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 Cell Phone (Wireless Device) Policy  

Purpose: 
To communicate the required guidelines when it is determined any role (job description) in Airline Hotels or any department in Airline Hotels requires a cell phone for work. This policy communicates who owns the cell phone, how compensating for a cell phone works, who owns the cell number and appropriate use of personal and work cell phones while employed by Airline Hotels.

This Policy has two parts. Part 1 communicates the logistics of acquiring a cell phone and compensation for a cell phone. Part 2 communicates acceptable use of work and personal cell phones while employed by Airline Hotels.

PART 1 – How a cell phone for work will be acquired.  

Guidelines:
Cell phones for departments will be purchased by Airline Hotels’ Head Office, not any one location. These phones and the phone numbers attached to them are the property of the Company.

Associate roles required to have a cell phone are noted on the Total Compensation Table and Job Description. No other roles will have a cell phone for themselves purchased by Airline or be reimbursed by Airline for a cell phone.

Associates promoted to a job eligible for a work cell phone will comply with this policy in full. This includes communicating with the hiring manager at the time of acceptance the cell phone term of preference; Company purchased cell phone or Associate owned cell phone.

Airline will not cover the cost of moving associates to our plan. Associates are only allowed to switch options when there is no cost to the company. (e.g. –end of contract.)
Only Associates in these roles will have the option of selecting one of the following terms. 

1. Company Purchased Cell Phone will be provided if the TCT says the role is eligible:
· Phones provided by the company will only include zero cost options available through our provider.
· All company owned cell phones must include a case. Case options only include those available through the providers’ on-line store and will not be expensed. These will be ordered through Head Office via Airline’s National IT role.
· Associates are entitled to $100 credit per contract for accessories. All in all accessories covered by this $100 must be purchased via Airline’s account with the cell provider. These cannot be expensed. A case for the phone will be deducted from the $100 credit.
· Company phones are not a taxable benefit

2. 	Associate Owned Cell Phone will be provided if the TCT says the role is eligible: 
· Personal phone that will be used for work.
· If the role is eligible for a cell phone, the Associates will receive $40.00 per month via payroll to put towards cost of phone. This will appear as a taxable benefit on associate payroll statements. No expense form will be submitted. 
· Associates will receive an additional $50 every January via payroll, to put towards the purchase of accessories.
Airlines’ Payroll Manager is responsible for maintaining an up to date list of associates utilizing the options outlined in the policy.

· Upon termination from Airline, or movement to a position not eligible for a cell phone, or at any time as requested by Airline, all wireless equipment under an Airline contract, including accessories paid for by Airline must be immediately returned by the Associate to their manager.
· Phone numbers attached to a company phone will remain the property of Airline Hotels if there is potential cost to the company for revisions; i.e number is used for marketing purposes, advertised on hotel website, included in sales/marketing brochures, etc. 
· Damaged cell phones will be replaced as per all aspects of this policy, including determining if there is a cell phone not being used. Frequent cell phone damage can result in Airline Hotels suspending and/or removing this benefit. 
· Upon receiving their work cell phone, the person responsible for purchasing it will review the terms of the contract with the associate (E.g. - unlimited texting, 5mb of data, etc.).  

Part 2 – Acceptable Use of ANY Cell Phone, Work or Personal

Guidelines:
1. Safety Assurance
· Under no circumstances must an associate place themselves or others at risk to fulfill business needs. Safety must come before all other concerns. Associates should refrain from using a wireless device while driving a motor vehicle. Talking, texting, instant messaging, composing e-mails, etc.… while driving is strictly prohibited. It is strongly encouraged that Associates complete their communications before or after their car-trip. If important calls must be made or taken during the operation of a vehicle, the Associate should use acceptable hands free communication or opt to pull over where lawful and convenient and safely stop the vehicle before using the wireless device.
· All Associates must adhere to local or provincial laws pertaining to wireless device usage while driving. Associates who are charged with traffic or other violations resulting from the use of their wireless device while driving will be solely responsible for all liabilities that result from such actions. 

2. Usage Expectations
· The ability to serve a customer and meet applicable service standards while on duty is not to be compromised due to the use of a wireless device. Furthermore, wireless devices can be a distraction in the workplace. To ensure the effectiveness of meetings, Associates are asked to leave cell phones off or in a mode that is not, in any way, interruptive.  
· Associates with a work cell phone can add any free “app” they wish whose use does not violate the any other Airline policy. E.g. - Respect at the Workplace, Health and Safety, Code of Conduct, etc. 
· Associates in possession of a work cell phone must make every effort to use the equipment responsibly with due regard for cost efficiencies. Associates should make appropriate choices when the alternate use of Skype or a comparable service is available. (Reasonable usage is between 4-6 GB per month. Data and long distance usage will be reviewed monthly by National IT.
· Airline’s cell phones are provided for business use. Reasonable personal use is allowed.  
· Associates on vacation electing to take their wireless device for emergency business contact is permitted, however any additional charges associated with an Associate’s location, resulting from personal calls, must be reimbursed by the associate to Airline. To ensure cost effectiveness, associates with company wireless devices should consult I.T. with regards to international charges prior to departing. 
· All associates who are provided with a wireless device are required to safeguard the device at all times with a password. The device must not be left unattended in hotels or other public places where unauthorized access is possible.  
· To protect Airline and all its Associates from theft of intellectual property and potential liabilities arising from the use of wireless devices, all Associates must adhere to the following:
· Associates are prohibited from taking and/or transmitting camera phone images of co-workers without permission or in ways that invade their privacy or violate the Harassment in the Workplace policy.
· Without proper authorization from a COO, Corporate Director or a General Manager, the use of any type of wireless device to capture photos, videos, or audio in hotels, offices, banquet rooms and any other spaces, where sensitive information or conversation is visible or audible, is strictly prohibited.
· The use of any wireless devices such as camera phones and other devices capable of recording or transmitting pictures or video signals is strictly prohibited in any environment or social setting that would be reasonably viewed as inappropriate (i.e. washrooms, fitness change rooms etc.).
· The use of any wireless device to upload, download, post, publish, or distribute any information or materials that violate the Harassment in the Workplace or Internet and Email Policy is strictly prohibited.  

· Any abuse of this policy and/or using a cell phone in a way the abuses other Airline Policies (e.g. - Harassment, Health & Safety, etc.) will be investigated and will be actioned as required in accordance with the Progressive Discipline Policy up to and including dismissal.
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