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Council policy on the allocation and use of landlines and mobile phones
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1.
Allocation and use of mobile phones
1.1
Strategic directors are responsible for ensuring that appropriate arrangements are in place for authorising the allocation and monitoring the use of mobile phones within their directorate.  Separate guidance will be issued on this element. 
1.2
Appropriate records should be kept to ensure equipment is managed and maintained and that personal usage is properly accounted for and monitored.  Separate guidance will be issues on this element. 

1.3
Any personal calls made on a council mobile (other than in the circumstances outlined below) must contain the * (asterisk) at the end of the number.  This will allow for the personal calls to be itemised separately for reimbursement.  All personal calls costs itemised in this way will be deducted automatically from monthly pay.

1.4
Employees using their mobile in these circumstances will be required to authorise deductions from salary.  A standard form is available for this purpose and will be retained on the personal file.

1.5
The allocation and use of all council mobile phones will be subject to continuous review and periodic monitoring. 

1.6
Personal calls should not normally take place during work time.

1.7
The SAP system will be used for recording the allocation of equipment to individuals for their dedicated use e.g. mobile phones, PDA’s and lap tops.

1.8
Staff issued with equipment purchased by the council for use in the course of their work must ensure the security of the equipment (and any allied equipment) at all times.   Any loss or damage must be reported to the line manager as soon as possible. 

1.9
Guidance to mobile phone users regarding health and safety in relation to their use, are available on the intranet, and these must be observed at all times.  This information is available from line managers and HR teams for those without access to the intranet.
1.10
Business calls from land lines to mobile phones should be kept to a minimum as calls to mobile phones cost more than four times as much as calls to a land line.

2.
Private use of council land lines and mobile phones 
2.1
Employees are able to use council phones to make essential and reasonable work/life balance local calls.  Where possible these should be made at lunchtimes.  It is difficult to precisely define the occasions when such calls can be made but examples would include emergency situations, calling home to let a partner or dependent know of a change in the expected time of arrival or if booking an urgent doctors or dentist appointment. 

2.2
The use of council phones for personal use should only be by exception in the work/life balance circumstances outlined above. In these circumstances no call charges will be made.  All employees should make their manager aware of the calls which are made in these circumstances.  Managers will be responsible for managing and monitoring personal usage.

2.3
Council land line phones must not be used to make or receive social calls at any time.  Social calls should be made using pay phones or personal mobiles and not during normal working time.  If issued with a council mobile phone, employees are able to use this for essential work/life balance calls as above.  All other personal calls made from mobiles must be paid for in accordance with the arrangements in place for use of mobile phones (see above).

3.
Personal mobile phones
3.1
Personal mobile phones should not normally be used within the work environment. Handsets should be switched off or to silent during working hours. 
4.
Code of conduct 

4.1
Use of council facilities is also contained within the code of conduct for employees and employees who fail to act in accordance with the details of the code may be subject to disciplinary proceedings.
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