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INTRODUCTION 

1.1 The purpose of this policy is to ensure the safe and effective use of mobile 

phones and other similar electronic hand-held devices, by all staff of the 

Vantage Multi Academy Trust (herein the ‘Trust’).  The policy outlines the 

legislative requirements with which the Trust must comply and provides 

guidance on the appropriate issue and usage of Trust mobile phones.  The 

aims of this policy are to: 

• Ensure staff within the Trust understand the legislative requirements 

concerning the use of mobile phones whilst driving. 

• Support the authority in fulfilling its Duty of Care and ensuring the well-

being of our employees. 

• Ensure mobile phones issued by the Trust are used appropriately and 

efficiently to support effective working practices. 

ISSUE OF TRUST MOBILE PHONES 

2.1 A mobile phone or similar hand-held device can be a considerable investment 

for the Trust.  Therefore, line managers must be satisfied that one or more of 

the following conditions are met before authorising the issue of a mobile 

phone:  

• The employee is a remote worker and requires a mobile phone to enable 

them to undertake their job effectively. 

• Issuing the employee with a mobile phone will enable them to provide a 

more efficient service. 

• There is a requirement for the individual to be contactable whilst working 

away from their normal place of work and where other methods of 

communication (e.g. landline or e-mail) are unsatisfactory. 

• The individual’s role involves out of hours support (e.g. on call) which 

necessitates alternative means of contact. 

• The employee is a lone worker and their personal safety could be 

compromised if they are not in possession of a mobile phone.  Please 

note that a mobile phone should not be relied upon as the sole means of 

ensuring an employee’s personal safety.  A Health and Safety Risk 

assessment should therefore be carried out to assess this requirement. 
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• The employee travels and visits areas where summoning help (if they 

break down, for example) may be difficult. 

• There is a statutory/corporate requirement for a mobile phone (e.g. 

emergency planning). 

Managers should also consider if it is necessary to allocate a mobile phone on 

an individual basis or if it may be more appropriate to supply a group or team 

phone.  This is normally applicable where team members meet one of the 

above criteria but only on an intermittent or irregular basis. 

2.2 There may be occasions when an employee requests the Trust issue them a 

mobile phone.  To be eligible to be issued with a mobile phone, the employee 

must demonstrate that one or more of the criteria listed above applies.  The 

manager has the right to refuse such a request if the criteria are not met and 

any refusal will be explained fully to the individual. 

USE OF TRUST ISSUED MOBILE PHONES 

3.1 Employees who hold mobile phone issued by the Trust are reminded that the 

mobile phone is company property and ultimate liability for its misuse rests 

with the user and the company.  Calls made or text messages/images sent 

from the mobile phone are to be treated in the same way as e-mail 

technology.  In other words, employees should not access, store or distribute 

any offensive or inappropriate (e.g. defamatory or racist) material with the 

mobile phone.  Non-adherence to this rule will carry serious consequences, 

up to and possibly including dismissal.  

3.2 The number of calls made should be limited to those necessary for effective 

business.  

3.3 Staff may be asked to justify monthly bills.  

3.4 The company reserves the right to make the appropriate deductions from 

payroll for any amounts in excess of the monthly threshold.  Staff may be 

asked to justify specific single call charges.  

3.5 Trust issued mobile phones should not normally be used for text messaging 

except for business purposes only.  Staff may be asked to justify the charges 

apportioned to text messages on the monthly bill.  

3.6 Only incidental personal use is allowed.  Otherwise there may be benefit in 

kind implications.  The company will not accept liability for any benefit in kind 

implications, such as taxation, which may result from the provision of a 

company mobile phone.  
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3.7  Extreme care should be exercised when using mobile phones in cars.  By law 

mobile phones can only be used when connected to a “hands free” unit.  

However if a telephone conversation is becoming protracted, you should stop 

the car in a safe place and continue the conversation.  Using a hand held 

mobile device while driving, is not allowed by the company, as it is considered 

a serious risk and constitutes an offence under Road Traffic legislation.  

Remember that employees who are found using a hand held mobile device 

may receive penalty points on their licence.  (See section 4 on mobile phones 

& driving, and Appendix A for further details). 

3.8 Mobile phones should be kept charged to ensure that they are fully 

operational during working hours.  

3.9 Mobile phones must be kept switched on at all times during working hours and 

kept in the employee’s possession.  They are not to be left in the car when the 

car is unattended and should not be switched off, except when absolutely 

necessary.  While in meetings, mobile phones should be switched to silent 

tones so as not to disrupt proceedings.  

3.10  The phone’s voicemail messenger function must be activated at all times.  
 

3.11  Reasonable care must be taken to prevent accidental damage, loss or theft of 
mobile telephone equipment.  In the event of the theft or loss of a mobile 
phone, the user must immediately contact the network operator and have the 
phone disabled.  You must also notify the person responsible for issuing 
mobile phones in the company at the earliest opportunity.  
 

3.12  Failure by an individual to adhere to these procedures may result in action 

being taken to withdraw the mobile phone facility.  Serious or persistent 

breaches of this policy may result in disciplinary action up to or including 

dismissal. 

MOBILES PHONES & DRIVING 

4.1  The provisions of this policy support the new regulations and in order to 

comply with these requirements the following guidelines should be followed by 

ALL staff when using mobile phones: 

4.1.1 The use of the Trusts hand held mobile phones whilst driving is 

prohibited at all times, including during out of office hours.  Employees 

should not make or receive telephone calls or write, read or send text 

messages or emails whilst driving.  This takes vision directly off the 

road and can cause serious and often fatal accidents. 
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4.1.2 The use of personal hand held mobile phones whilst driving at work is 

prohibited.  Employees are also advised not to use their personal hand 

held mobile phones whilst driving during out of office hours. 

4.1.3 Although hands-free equipment is not prohibited by the regulations, a 

driver can still be prosecuted for using a hands-free device if they fail to 

have proper control of the vehicle.  In addition, a substantial body of 

research shows that drivers who use hands-free mobile phones whilst 

driving are distracted by taking part in a phone conversation and are 

significantly more likely to crash, causing injury or death to themselves 

or other people.  The Trust does not therefore endorse the use of 

hands free mobile phones, except in the fulfilment of Civil Contingency 

duties.  Employees who choose to use hands free mobile phones, do 

so at their own risk.  

4.1.4 Hand-held mobile phones can only be used once the driver has 

stopped in a safe place and turned off the engine.  It is therefore 

prohibited to use a mobile phone when stopped at traffic lights or when 

queuing in traffic.   

4.1.5 If calling a mobile phone, always check that the other person is not 

driving and it is safe for them talk.  If not terminate the call immediately 

and speak to them later. 

4.1.6 Staff must not call colleagues if they anticipate they will be driving and 

line managers must not require their staff to make or receive calls 

whilst driving. 

4.1.6 When driving, hand-held mobile phones must be switched to ‘silent’ 

and all calls diverted to voicemail or turned ‘off’.  Alternatively if your 

mobile phone does not have this function let it ring and return the call 

later.  

4.2  Additional guidance is available at:  

https://www.rospa.com/rospaweb/docs/advice-services/road-

safety/employers/work-mobile-phones.pdf 

HEALTH & SAFETY 

5.1 The Health & Safety at Work Act (1974) places a duty on the Trust as an 

employer to ensure, the health, safety and welfare of our employees.  This 

duty of care also extends to all other persons who may be affected by the 

work we carry out. 

5.2 To enable the Trust to fulfil the requirements of the health and safety 

legislation, employees must abide by the following guidelines whilst at work: 

https://www.rospa.com/rospaweb/docs/advice-services/road-safety/employers/work-mobile-phones.pdf
https://www.rospa.com/rospaweb/docs/advice-services/road-safety/employers/work-mobile-phones.pdf
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• Mobile phones should not be used whilst carrying out any work activity 

where safety is important and their use might interfere with their 

concentration. 

• Mobile phones should not be used where there is a known risk of 

explosive atmosphere or near sensitive equipment. 

• Mobile phones should not be used in any situation whereby the safety of 

the individual or those in close contact is put at risk. 
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APPENDIX A – THE LEGISLATIVE CONTEXT – MOBILE PHONES & 

DRIVING 

6.1 The Road Vehicles (Construction and Use) (Amendment) (No.4) Regulations 

2003 came into force to prohibit drivers using a hand-held phone, or similar 

device, while driving.  It also made it an offence to “cause or permit” a driver to 

use a hand-held mobile phone while driving.  This means that an employer 

could be liable if they expect employees to use a hand-held phone while 

driving. 

6.2 A hand-held mobile phone is classed as any “device, other than a two-way 

radio, which performs an interactive communication function by transmitting 

and receiving data”.  A mobile phone or other device is therefore “to be 

treated as hand-held if it is, or must be, held at some point during the course 

of making or receiving a call or performing any other interactive 

communication function”.  

6.3 Employees must therefore be aware that it is an offence to simply be seen 

using a mobile handheld device while driving, even if they deem themselves in 

control of the vehicle.  This includes whilst being stuck in traffic, and stopped 

red lights. 

6.4 Penalties 

From March 2017, the penalties for using a hand-held mobile phone whilst 

driving were increased to:  

• A £200 fine 

• 6 penalty points on your licence (which means if you have passed your 

test in the last 2 years before the offence, you will lose your licence). 

• A maximum penalty cost of £1,000 if the case goes to court (£2,500 for 

drivers of vans, lorries, buses and coaches). 

• Possible driving ban 

Exemptions 

The only exemptions to the legislation are: 

• Operating a 2 way “press to talk” radio such as those used by the 

emergency services and taxi drivers  

• Using a hand-held phone for a genuine emergency call to 999 or 112 

where it would be unsafe for the driver to stop 
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6.5  In addition, although hands-free equipment is not prohibited by the new 

regulations, a driver can still be prosecuted for using a hands-free device if 

they are deemed to ‘not be in proper control’ of the vehicle. 

 If this is the case, it can carry the following penalties; 

• A £100 fine 

• 3 penalty points on your licence 

• A maximum penalty of £1,000 if the case goes to court (£2,500 for drivers 

of vans, lorries, buses and coaches) 

 


