HEADSET POLICY**
**REPLACE BLUE TEXT WITH YOUR CUSTOMIZED INFORMATION

Talk with your Plantronics Account Manager for on line opportunities to make headsets available to your employees or contractors.

Your Corporate Name Headset Policy
Your Corporate Name believes in promoting safety and well being among its employees/contractors.  We’ve delivered on this commitment by developing corporate headset policies for both mobile phones and office phones.  You should take a moment to familiarize yourself with both policies and determine if you should be using a headset as part of your business routine.
 

In many instances, headsets are provided to improve your working environment.  In the case of driving while talking on a cell phone, you must adhere to Your Corporate Name headset policy requirements for reduction of exposure to liability and safety reasons.
 

Use of Headsets for mobile phones
Your Corporate Name understands that employees/contractors driving on company business may need to make an occasional cell phone call to family, to coordinate schedules or for other purposes.  We also understand that employees may sometimes need to use cell phones to conduct company business in the car.
Your Corporate Name believes that if you are going to use a cell phone in the car while driving and cannot safely pull off the road to conduct your conversation, you should adhere to a set of ‘best practices’ outlined here in the Your Corporate Name headset policy. 
 

By using hands-free devices and observing common-sense guidelines on the use of cell phones while driving, Your Corporate Name and its employees/contractors can enjoy the efficiency benefits that cell phones provide, while minimizing the risks.  Your Corporate Name believes that having both hands free to operate the vehicle is safer than having only one hand to operate the vehicle. 
Effective immediately, Your Corporate Name will provide upon request—at no charge/at a nominal cost to the employee/contractor—a telephone headset for use with the employee’s/contractor’s cellular phone.  Any employee using a cell phone to conduct company business while driving must use the headset, or other hands-free device of the employee’s/contractor’s choice.  
In addition, Your Corporate Name expects its employees/contractors to use common sense and good judgment if they use cell phones while driving, and to observe the following best practices to minimize both the physical distraction and “inattention blindness” that can lead to accidents:
1.  When driving, do not engage in highly emotional cell phone conversations.
2.  When driving, do not engage in cell phone conversations that require deep, careful, or complex thinking.
3.  Limit cell phone conversations while driving to short information-only exchanges such as “I’m OK, but I will be home 15 minutes late because of traffic” or “I got your e-mail and will respond as soon as I get to the office.”
4.  Always use your cell phone’s hands-free feature while driving, to cut down on the physical distraction of having one hand unavailable to drive because the hand is being used to hold a cell phone.
5.  Do not take notes while driving.
6.  Hang up from a call if road conditions become hazardous, whether because of traffic, speed, weather, or other conditions.
7.  Do not answer a call if road conditions are hazardous, whether because of traffic, speed, weather, or other conditions.  Let the call go to voicemail, and respond later.
8.  Place calls, including calls to your voicemail system, only when the car is not moving, such as when it is stopped at a red light (unless your cell phone has voice-activated dialing)
 

Please contact your administrative assistant to learn about available styles and models and to request your headset.
 
Use of Headsets for Office Phones
Because many employees/contractors spend significant amounts of time on the phone, we have developed an office/home office headset policy designed to simplify your workday and improve your overall work experience.  Using a headset in the office/home office can significantly improve your working environment in a variety of ways including:
         Giving you the opportunity to engage in conversations with hands-free convenience, allowing you to interact with your computer or engage in other desk-centered activities in a comfortable, natural manner.
         Helping you avoid neck, shoulder, and back pain and reduce the chance of injury from squeezing a handset between your neck and shoulder.
         Eliminating the need to shout at a speakerphone while still enjoying the benefits of   hands-free conversations.
●      Opportunity to mute your microphone on selected headsets to eliminate background noise while listening
To enable our employees/contractors to have the tools necessary to work comfortably and productively, Your Corporate Name has implemented an office headset policy.  As part of this policy you can request/purchase at your expense/purchase at a discounted price a headset for your desk phone.  Headsets are available in a variety of styles to meet your personal needs and tastes.  These include wired and wireless versions to allow for flexibility in meeting the requirements of your specific job tasks.
If you are unsure whether or not you should be using a headset, we recommend headset usage in any of the following circumstances:
                  ●       You require consistent, high-quality sound over the telephone or Internet
         You are on the telephone for two or more hours per day
         You frequently have calls that last 15 minutes or longer
         You are regularly involved in conference calls at your desk 
         You sometimes find yourself working on the computer and talking on the phone at the same time
         You need to be available to others but aren’t always able to be at your desk
         You need to stand or move around while still engaged in a phone conversation
         You regularly have confidential or private conversations
Please contact your administrator to learn about how to request/purchase a headset and view optional models .
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