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Mobile Phone Policy 

Policy and Procedure
Mobile phones are provided by the Organisation for the purpose of emergency communication between staff and appropriate others.

Phones are allocated to vehicles for use by staff using that vehicle for both morning and afternoon transport and for activity groups during the day both in and out of the vehicle.
Phones should not be left in the vehicle or any other place unattended.

Phones should always be turned off when not required for emergency communication.

Phones should always be programmed to require a pin code when turned on.
Phones should always be used in a "hands free" mode when required for use by the driver of a vehicle.
Phones should be completely discharged and charged with the electric charger once a month.

If a phone is required to be used by a driver for an extended time or it is not possible to use the "'hands free" mode, the driver should respond to the caller and indicate that they need to pull off the road before continuing with the conversation.

If phones are taken to the beach or other areas where contamination could occur they should be protected in a plastic bag which is kept in the vehicle glove box.

ALL phone calls must be recorded on the vehicle log sheet and marked with "work or private" and the callers and recipients name or number.

Private calls should only be made in emergency situations and must be recorded on the log sheet with details of the caller and number called.

Any faults with phones must be reported to the Manger as soon as possible.
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