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MOBILE PHONE PROTOCOL
This telephone is issued to you for use in connection with your work as part of Sandwell Children’s Trust only.

It is your responsibility to ensure the following:
· The telephone is switched on during normal working hours or when you are on duty.
· The telephone should be switched off outside normal working hours or when you are not on duty.
· The telephone is charged - please ensure battery is discharged before being recharged to prolong battery life.

· The telephone is kept safe - any loss or damage/malfunction must be reported to your line manager immediately.

· That you treat this mobile phone with due care and responsibility.  Should loss or damage occur that our insurer’s feel was a result of negligence and consequently refuse to reimburse us under our insurance policy we may seek to recover from you the cost of the mobile phone and any associated costs as a result of the loss or damage.

· The telephone is used for calls in connection with your work only.  

· Check the telephone for missed messages after each service user visit or meeting.

· Lock the keypad to the telephone.

· All operating instructions are read and actioned.

· Upon termination of employment with Sandwell Children’s Trust the phone must be returned to your line manager.

· That one of the following voice mail messages are on your mobile to ensure that callers are aware you are unavailable and the reasons why.  Messages regarding annual leave should be put on as you leave work on the commencement of your leave and replaced by the standard message on the morning you return to work:

Standard Message:

“I am sorry but I am currently unavailable should you wish to make a referral or this is an urgent safeguarding issue please contact the main Children’s line on 0121 569 3100 or the out of hours team on 0121 569 2355 otherwise please leave me a message and I will get back to you shortly.”
Part-time Worker Message:

“I am sorry but I am currently unavailable my normal working hours are…………………..if outside of these hours please contact the office number on ……………………. or alternative should you wish to make a referral or this is an urgent safeguarding issue please contact the main Children’s line on 0121 569 3100 or the out of hours team on 0121 569 2355 otherwise please leave me a message and I will get back to you shortly.”
Annual Leave Message:

“I am sorry but I am currently on annual leave please contact the main office number ……………………………… or if you wish to make a referral or this is an urgent safeguarding issue please contact the main Children’s line on 0121 569 3100 or the out of hours team on 0121 569 2355.”
You should not:

· Make calls to other staff unless in a work capacity
· Use the telephone for making private calls unless in an emergency.  Any private calls should be paid for, failure to make payment may result in disciplinary action.  We reserve the right to make a deduction from your final salary payment in settlement of any personal calls made and not paid for.  Your manager will notify you of the amount owed to the Trust.

· Use the telephone for receiving private calls.  The telephone number of your office base MUST be the contact number issued to relatives/friends and NOT the mobile telephone number.

· Use other facilities the network offers i.e., WAP, Roadwatch.

· Interrupt service user visits to answer telephone - ring back as soon as possible after completing task.

· Use the telephone whilst driving.  Either pull over safely or ring the caller back when you have parked.

· Leave phones in vehicles/on public display.

· Allow relatives/friends to use this mobile phone.

Also please see attached regarding managing mobile data.
I understand that money may be deducted from my final salary should I leave the Trust without paying for any personal calls made from a Trust telephone. 

Signed:  ……………………………………………………………………….

Print Name: ……………………………………………………………….…..

Date: ………………………………………….
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