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	MOBILE PHONE POLICY- THE PROVISION AND USE OF BUSINESS MOBILES


	


Policy Statement

Goldsmiths College recognises that to ensure the most effective running of services, communications and business activities, it will be necessary for some staff to have access to a mobile telephone.  This policy and related procedures should be applied consistently to ensure the correct use of College funds in relation to the procurement, maintenance and payment for this facility.
Introduction

Mobile phones may be provided to staff that would benefit from having a business phone available to them to make/receive business calls whilst away from the office.  The allocation of a phone will be by agreement with the Head of Department and may be given on either a permanent basis for regular use in connection with their work on or an ad hoc basis as required from a ‘pool’ of phones.

Pat Wells, the Telephone Services Manager (Estates & Facilities Department) manages the mobile phone contract with O2, our chosen service provider and all matters regarding the use of mobile phones should be referred to her in the first instance.  If you are issued with a mobile phone (and any allied equipment) you are responsible for its security whilst it is allocated to you. It remains the property of Goldsmiths College at all times and shall be returned to the Telephone Services Manager when you leave the employment of the College or it is no longer required as part of your job, or if Goldsmiths College request its return for whatever reason.

In accordance with legislation, you may not use hand held mobile phones or similar device(s) whilst operating machinery or driving unless your car is fitted with suitable hands-free equipment that allows you to make and receive calls in accordance with legal requirements.

Procedure for the Allocation of Mobile Phones

If your work is such that you would benefit from having use of a mobile phone, you will require line manager & Head of Department’s approval.  If you are regularly out of the office either on campus or off campus on official College business then it is likely that a phone will be specifically allocated to you.

All requests for mobile telephones must be completed on the attached Application for Mobile Phone and authorised by the Budget Holder and/or Head of Department.  A full rationale must be provided with the request.  Reasons for the request could be for one or more of the following reasons:
· Health and safety/security reasons especially for staff who are engaged in a substantial amount of travelling on behalf of the College;
· Staff engaged in business during unsocial hours i.e. before 7.00 a.m. and after 7.30 p.m and weekends;
· Staff who could be called upon to provide attendance at the College at short notice, such as those named officers listed in the College’s Emergency/Business Continuity Plan;
· Staff who are required to work outside of a teaching/office/workshop environment as part of their routine duties and responsibilities and have only intermittent access to landlines;
· The Budget Holder/Line Manager’s view is that a mobile phone is necessary for the role.
Following approval, the mobile device will be ordered by the Telephone Service and delivered directly to member of staff.

Where the need for a mobile phone is likely to be sporadic, you may borrow a phone from Goldsmiths for the duration of your need (ad hoc use).  This may be, for example, to attend a meeting off site or if you are home working during which time you must be contactable for business purposes.  You must advise your manager when you have borrowed a Goldsmiths mobile phone and the phone number you will be available on.

If you leave the employment of Goldsmiths or you no longer wish to have a phone allocated to you, you must return the mobile phone to the Telephone Services Manager. Any outstanding personal call charges may be deducted from your final salary payment or, subject to timescales, a bill issued to you for repayment within 28 days.

Personal Calls

This mobile phone policy acknowledges that mobile phones will only be issued to those staff who have a business need, whilst a small supply of unallocated phones are available for those who have an occasional business need. Because no member of staff holds a mobile phone that is not essential for business, no tax liability arises provided staff reimburse Goldsmiths for the cost of personal calls. To ensure that this is arranged, staff are sent itemised bills on which the nature of calls made should be marked and the bills returned to Pat Wells promptly. 

Would you please mark up itemised bills you receive in the following manner:- 

Business calls - B 

Any call made on Goldsmiths business, for example, to the office or to an organisation we are dealing with, should be marked 'B' on the itemised bills. 

Personal calls which are to allowed as a business expense -X 

This is rather more complicated to describe but includes calls made while on Goldsmiths business such as: 

· a safe arrival call to home following travel to somewhere that involves staying away overnight; 

· a brief call to let family know of travel delays; 

· a brief call to confirm travel arrangements, for example, to ask to be collected from the station; 

· a brief call to make arrangements at home; for example, care arrangements when these could not be made in advance; 

· calls home when staying overnight. 

When calls are to be classed as a business expense, those for calls home during overnight stays will be counted towards the incidental expense allowance for the trip, in line with travel and subsistence guidelines. This allowance currently totals £5 per day for trips in the UK and £10 a day when abroad. 

These calls should be marked 'X' on the itemised bills. The person responsible for authorising a person's expenses may be asked to countersign these items. 

Personal calls -P 

Any call of a personal nature that cannot be considered to relate to or be necessitated by Goldsmiths business. These should be marked 'P' on the itemised bills. 

Staff will reimburse the cost of personal calls on a quarterly basis through a deduction from their salary. 

Courteous Use of Mobile Phones

Mobile phones should be switched off during meetings, lectures, seminars, training courses etc except in very exceptional circumstances where it is vital to make or receive an urgent business call.  In such circumstances you should adjust the phone to ‘silent’ mode and alert colleagues to the fact an urgent call needs to be made or is expected.

You should take due care of the phone at all times so that it is kept in good working condition.  Any damage or theft/loss of the phone should be reported immediately to the Telephone Services Manager. The phone must be PIN code protected and kept locked at all times to minimise security risks, particularly if the phone is stolen.
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Request for Mobile Phone Allocation
Name:…………………………………………….Job title:………………………………………
Line Manager:…………………………………………….

Head of Department:…………………………………………….

I need the use of a mobile phone for business purposes on a regular/ irregular* basis and request that a Goldsmiths mobile phone is allocated to me on a permanent/ad hoc* basis. 
I agree to complete & return a mobile phone use declaration form to the Telephone Services Manager, Pat Wells on a monthly basis.
I agree to a deduction from my salary to cover the cost of personal calls.
I also agree to comply with any legislation relating to the use of mobile phones.
Signed:……………………………………………………………….

Dated………………………………………………………………….

……………………..…………………………..(Line Manager) approves and ………………………………..........................(Head of Department) approves use of a Goldsmiths mobile phone as above.

Signed………………………………………………………………..

Dated…………………………………………………………………

[image: image3.png]Goldsmiths

UNIVERSITY OF LONDON




MOBILE PHONE PERSONAL USE DECLARATION FORM

Name of Staff: ___________   _




Date: ____________

Mobile Number:_____________



Ext:______________
Signed: ______________________

Date:__________________

I declare that I have indicated on the attached itemised bill the full extent of personal calls made on this mobile phone.
I agree to recovery of these calls to be made from my monthly salary payment.
Signed: ___________________

Date: ____________________

Authorised by: ________________________
Signature:_______________________




(BLOCK CAPITALS) 
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