APPENDIX 6  -  USE OF OFFICE TELEPHONES & INTERNET FACILITIES

PAYMENT ARRANGEMENTS FOR PERSONAL USE OF 

OFFICE TELEPHONES AND INTERNET FACILITIES
Employees may make occasional use of Council telephones for personal calls.  Employees must pay for such calls. A simple and convenient method is by making an annual payment which is deducted from salary in January.  This method of payment is entirely voluntary.  Employees, if they prefer, can choose to make payments through the Cashiers Section or any other local custom and practice arrangement.

Employees who have access to the Internet at work and who have paid the annual payment for occasional personal use of office telephones may also make reasonable personal use of the Council’s Internet services.

Employees wishing to participate in the arrangement:

1. Employees wishing to use the office telephone and Internet services for personal matters can choose to pay £10 per calendar year.  This is a fixed amount and applies regardless of hours worked.

2. £10 will be deducted directly from salary in January of each year, upon completion of this form unless payroll is instructed, in writing, to cancel the arrangement.

3. Employees starting after January lst also pay £10 in respect of the period from their start date to the following lst of January.

4. Employees leaving part way through the year will not be entitled to a refund.

5. The payment of £10 allows for limited, reasonable use of the telephone for personal matters and is based on an average of 2 local calls a week lasting 3 to 4 minutes each.

6. Employees who choose to pay by this method but who occasionally need to make calls in excess of the criteria set out in 5 above, will be required to keep a record of such calls and pay for them through the Cashiers Section.

7. The payment of £10 also allows employees who have access to the Internet at work to make reasonable personal use of the Council’s Internet and Internet e-mail services outside of work time e.g. during the lunch break or after the working day has ended. 

Employees not wishing to participate in the arrangement:

Employees who choose not to pay by this method but make occasional personal telephone calls, are required to keep a record of such calls and pay for them through the Cashiers Section.  

Employees who choose not to pay by this method are not authorised to make personal use of the Council’s Internet services. 

NOTE:
*
Employees must not use office telephones for any matters concerned     

                    
with any private business interests.


*

Use of Internet facilities must be in accordance with the Council’s

                   

Internet policy.
	LONDON BOROUGH OF HARROW

	PERSONAL USE OF OFFICE TELEPHONES AND INTERNET FACILITIES

AND INTERNET FACILITI ES

	      Please read the notes on the back before completing this form

	NAME OF EMPLOYEE:
	

	JOB TITLE:
	

	DEPARTMENT:
	

	SECTION:
	

	LOCATION:


	
	EXT:
	

	EMPLOYEE NUMBER:

(see payslip)
	

	NATIONAL INSURANCE NO: (see payslip)
	

	I accept the payment arrangement for personal use of office telephones and Internet services as set out overleaf and authorise the Council to deduct £10 per year directly from my salary in January each year.

SIGNATURE OF EMPLOYEE:-______________________DATE: _______________________

SIGNATURE OF MANAGER: _______________________ DATE: _______________________



	Once this form has been completed and signed, please send it to your line Manager 

who will send it to the Payroll Section, Room 20, Civic Centre.




