


Mobile Phone Policy
This policy applies to mobile telephones provided by the organisation and also to the use of private mobile telephones while employees are at work.
Use during working hours
Mobile telephones may be used only for business purposes during working hours. 
Mobile telephones must not be used within the factory, close to machinery, or whilst machinery is being operated.
The use of mobile telephones for personal use during working time is prohibited. Mobile telephones may only be used during authorised breaks away from the factory and machinery, in places such as the canteen. Such use must not extend your break or delay your return to your workplace ahead of the required time.
In exceptional circumstances in the case of an emergency mobile telephones may be used for private purposes during working hours, but prior authorisation must be obtained from your line manager and such use must be away from machinery. Such authorisation is at the absolute discretion of the manager and will only be given in exceptional circumstances.
Etiquette
Be considerate in your use of your mobile telephone. Turn it off when its use could be distracting, for example in areas where others are working.
Driving
Drivers should concentrate on driving and avoid distractions. Answering and making telephone calls, sending text messages or faxes, and accessing the internet, etc are all distractions and in certain circumstances could amount to the offence of driving without care and attention or even dangerous driving.
It is a criminal offence to use a hand-held mobile telephone or similar device while driving. Use of hand-held mobile telephones while driving is permitted only in an emergency.
Any mobile telephone that is or must be held at any time while in use is a hand-held telephone. The use of an ear piece does not make a telephone hands free. To be hands free the telephone must be fixed or in a cradle. (Two-way radios are not hand-held instruments and are exempt.)
All hand-held mobile telephones should be switched off until you reach your destination or have stopped in a safe place.
Even if the telephone or equipment is hands free, the use of hands-free telephones can be dangerous. Wherever possible you should wait until the vehicle is stationary and in a safe place before using a hands-free telephone.
Work mobile telephones
Work mobile telephones are provided at the discretion of the organisation on the basis of business need, and must be returned to the organisation on the last day of your employment.
Work mobile telephones may be used for private calls. All personal calls will be at your expense and you will be sent an itemised bill for your personal calls. You will be required to pay this direct to the organisation or the organisation may deduct the sum owed from your salary/wages.
The organisation monitors the use of its mobile telephones.
The safeguarding of your work mobile telephone is your responsibility. Do not leave it in a visible place such as in an unattended car. The use of a personal identification number (PIN) is recommended for added security. Loss of a work mobile telephone should be reported to your line manager as soon as possible.
Breach of this policy
Any breach of this policy will be treated as misconduct. Whether it is minor or gross misconduct will depend on the circumstances, but you should expect breach of the driving provisions or the provision relating to the operation of machinery to be gross misconduct.
If you have been issued with a Company mobile telephone breach of the policy could result in it being withdrawn.
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