
 

 

Company Phone Policy and Procedure 

 

This guidance is written for all employees of The PLACE Independent School with access and use 

of company phones. 

Company phones are owned by The PLACE Independent School and all employees must read and 

abide by the following policy and procedure and sign to agreement of these terms. 

Company phones within Education are assigned for employees to use on and off site when with 

young people. When going off site with a Young Person the employee who is accompanying the 

Young Person must take their assigned mobile phone with them and use this for all communication 

in relation to work and the Young Person. The mobile phone will be available for employee use 

when on off-site visits and will be stored within the school with a signing in and out sheet which 

must be utilised when taking a phone off site and upon returning back on site.  Where multiple 

members of staff are taking a Young Person off-site the mobile phone must be assigned to one 

member of staff using the signing out sheet. The mobile phone must be in the possession of this 

member of staff for any duration of an off-site visit. When a staff member comes on shift they are 

to sign out a phone for the young person they are with using the mobile phone signing in/out 

system. This is to ensure that if lone working on site they are available on this phone. 

Mobile phones are to be used solely for work purposes and they are not sanctioned for personal 

use, unless there is an emergency circumstance, which is not with specific reference to work or the 

Young Person. Where it is discovered that an employee has made personal calls or personal use of 

a mobile phone without prior agreement or discussion with their line manager this is subject to 

disciplinary procedures. 

Young People are not permitted to use any mobile device owned by The PLACE Independent School 

and any suspected use of company mobile phones by a Young Person must be reported to the 

employee’s line manager. 

It is the responsibility of the employee who has been assigned a mobile phone to ensure this is 

charged and able to remain available for any duration of any off-site visit; taking with them the 

appropriate phone charger if required. 

Unless agreed by the employee’s line manager, no third-party software or application is to be 

downloaded or installed upon a mobile phone device owned by The PLACE Independent School; 

nor should the SIM card or any part of the device be put into any other device. The camera facility 

on the mobile phone should not be used for any non-work activity and should only be used in the 

circumstance of evidence gathering around Young People or working practice. 

As it is an offence to use any hand-held mobile phone whilst driving or whilst the engine is turned 

on the staff member allocated to mobile phone is subject to prosecution if this occurs. The use of 

any hand-held mobile phone whilst driving or in a vehicle with the engine turned on is strictly  



 

 

prohibited. Should an employee find it necessary to use the company mobile phone while in a car 

they must use hands-free aids or at the earliest opportunity find a suitable location to stop and 

turn off the engine. No mobile phone text messages may be sent by any employee whilst driving. 

Employees are liable for any fine or fixed penalty notice relating to use of company mobile phones 

while in charge of a vehicle.  Any fines for use of a company mobile phone in a vehicle must be 

reported to the employee’s line manager at the next available opportunity. Any breach of the law 

or company policy regarding use of company mobile phones while driving may make the employee 

subject to disciplinary procedures, and any safeguarding concerns will be forwarded to the 

company safeguarding lead with the potential to be investigated further by the LADO. 

Any loss of a mobile phone owned The PLACE Independent School is the responsibility of the 

employee to whom it is signed out, with the employee liable for replacement if deemed 

appropriate upon enquiry from the appropriate line manager responsible. Staff are not to leave a 

mobile phone in a vehicle where it is visible and unattended. Where a mobile phone is lost, stolen 

or damaged the employee must inform their line manager as soon as is practicable so that action 

may be taken to replace and investigate. Any fault with a mobile phone must be reported to the 

employee line manager so that the matter can be investigated and any issues with the device rectified 

at the earliest opportunity. Where any company mobile phone is stolen this must be reported to the police 

and the incident number reported to the company. 

The company will receive monthly billing information regarding company mobile phones and these 

will be effectively reviewed for proper usage by staff members. 

Any sending of any text messages or images through the use of a company mobile phone that could 

be deemed offensive or inappropriate is prohibited. The filming or photographing of any colleague, 

young person or member of the public without consent is forbidden. 

The PLACE Independent School remains responsible for the upkeep and maintenance of any mobile 

phone owned by the company unless any damage or loss is caused by an employee. Head Teachers 

are responsible for overseeing use of mobile phones and that this policy is adhered to by any 

employee within their setting; this includes regular monitoring of signing in and out sheets and the 

general condition of any mobile phone. 

Upon any termination of employment any mobile phone owned by The PLACE Independent School 

must be returned to the employee’s place of work or handed in to a line manager or Director of 

the company. 

Where this does not occur, the employee permits The PLACE Independent School to deduct any 

monies for replacement of the device from any monies owed. 

 

 

 



 

 

Personal Phones 

The PLACE Independent School prohibits staff members allowing young people to use their own 

personal phone devices unless in extreme circumstances where safeguarding issues arise with no 

other method of resolution. 

Where the use of a Staff mobile device has been used to take photographs to detail the day-to-day 

life and achievements of young people this must adhere to the following strict guidelines: 

-Images must NEVER be shared via social media or messaging e.g. Whatsapp 

-images must be uploaded to sharepoint by the end of the day (staff must not leave the premises 

with images of young people on their devices), and then deleted from devices. 

--images must not be shared via emails. 

-images must not be stored for any period of time on personal devices- including cloud spaces. 

Staff who use personal mobile phones agree to have un-notified spot checks by senior 

management team. 

 

Any breach of any term issued above is subject to disciplinary and safeguarding proceedings. 

Any changes or revisions to this policy will be given to all employees who have use of a company 

mobile phone or personal mobile phones during work hours. 

I agree to the above terms and conditions and fully understand the policy and procedures around 

the use of mobile phones owned by The PLACE Independent School and the use of my personal 

device during work hours. 

 

Signed:   

 

Date: 
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