Community Change Mobile Phone Policy 
Introduction 

Community Change as a good employer recognise their responsibility with regard to the Health and Safety of staff who work throughout Northern Ireland, in all types of weather conditions and in evenings and at week-ends.
Mobile phones will therefore be provided to staff as outlined below, for three main reasons:

1. To ensure staff are not left stranded in a remote area should they break down or need any form of assistance.

2. As a safety tool to staff working alone throughout the region.

3. To ensure staff are contactable at all times thus ensuring the effective and efficient working of the organisation.
Provision of mobile phones
Mobile phones provided by Community Change are for organisational business.  Calls will be charged to the organisation and Community Change owned staff mobile phone numbers will be given to clients phoning in if they are requested.  It is therefore the responsibility of staff to turn their mobile phones off when they are on leave or outside working hours.  If they do not do this they must realise they stand the chance of someone who has their mobile number ringing when they are unaware the staff member is not working at this time.  Mobile phone numbers of part-time staff using their own personal phones will NOT be supplied to clients.  It will be the responsibility of Community Change to contact the staff member if required.
Should a full time staff member request to use the supplied mobile phone for both personal and business use they will pay half the phone rental charge and their number will be given to clients as it is a business phone.

All personal calls, texts and accepted reverse charge calls will therefore be charged to staff using that number including current rate of VAT.  All staff will be asked to sign an acceptance of these conditions before accepting an organisational mobile phone.
Who is eligible for a mobile phone provided by Community Change?
Mobile phones will be provided to all full-time Training and Development staff and the Director.  Part-time staff will be offered a choice of a Community Change supplied “pay as you go” phone or a contribution towards the cost of using their own private phone if they do not wish to carry a second phone.
The costs associated with the mobile phone will be attached to the project or programme from which the staff member is funded.

Implementation

The Director and Finance and Admin Officer have responsibility for contracts entered into and the smooth operation of the contract including the recovery of costs for personal calls.  Points that should be noted;

1. The contract for each individual phone is between the organisation and the service provider (O2 (UK) Limited).
2. The service provider will issue itemised bills to the organisation in respect of each individual phone. The Finance and Admin Officer will pass the itemised bill to the relevant staff member who will then highlight all personal calls etc made for that period. These will be totalled, VAT added and the amount marked on each bill and given to the Finance and Admin Officer.
3. Initial provision of phones includes a charger unit, hands free kit and/or a blue tooth attachment. Any other accessories are purchased at the user’s own cost.

4. On leaving Community Change’s employment mobile phones must be returned to the organisation for re-allocation and all outstanding charges paid.
5. Whilst within the employment of Community Change each staff member is responsible for the care of the mobile phone provided. If lost, damaged etc it is the staff member’s responsibility to replace that phone, of at least an equivalent standard.
6. Under revised Inland Revenue guidelines from 1999/2000 mobile phones provided for business purposes are exempt from tax.

Health and Safety

Research is on-going, and conflicting, with regard to mobile phones so the organisation does warn that there could be ill effects from using them. Mobile phones are not compulsory for any member of staff and an individual has a right not to carry, or accept one from the organisation if they have objections to doing so.
From Feb 1st 2004 it became illegal to use a mobile phone whilst driving. Community Change will provide hands free kits and / or blue tooth so no member of staff should at any time receive a call while driving unless safely parked or using the hands free devices mentioned above. Community Change also recommends that drivers who are using 'hands-free' mobile phones should try and make the call as brief as possible. 

Mobile phones must also be switched off at petrol filling stations and on no account be used near fuel pumps. They must also be switched off when directed to do so by building or transport regulations.

Community Change accepts no liability for fines, offences etc occurred by staff with regard to mobile phone usage. 

Summary

Applicable staff are provided with mobile phones for the reasons outlined within this policy and under the conditions also outlined here. Users are expected to provide accurate and timely information on personal usage and relevant payments. Abuse of this facility will result in the withdrawal of the mobile phone to that staff member.
Procedures connected with accepting a mobile phone
Staff should ensure:
(1) all details on the paperwork are correct.

(2) all listed contents are issued with your phone.

(3) On receipt of the phone, an Acceptance Declaration Form (annex two) is issued to the user which has to be read, signed and returned to Finance and Admin Officer for filing with other relevant paperwork.
(4) All users will be issued with a payment sheet for any private calls incurred.

(5) The payment sheet (see annex 3) is to be completed if you have used the phone for private or any other use.

‘Private use’ any calls, text messages or the acceptance of reverse charge calls which are not related to work.

Refunds procedure
Any private use of your work mobile phone must be recorded and all costs must be reimbursed to the organisation.

The full cost of private calls must be calculated by taking the basic cost of the calls and adding the VAT @17.5%. 

Appendix 1 
Provision of mobile phone to member of staff
Name:

________________________________________

Position:
________________________________________

Reason for provision of mobile phone:

AUTHORISED BY: (Director or Board member)
Signed:
________________________________

Position:
________________________________

Date:

________________________________

Appendix 2:

Staff declaration and understanding 
I _________________________________________ (full name) declare:

(a) that I have received a copy of the mobile phone policy;

(b) that I have read and understood the conditions attached to the use of the mobile phone supplied by Community Change.

I will refund any monies outstanding for private calls, including VAT @17.5%; at the end of each month using procedures outlined.

Signed:
______________________________

Date:

______/______/______

Appendix 3
Payment sheet

(To be attached to mobile phone bill)

Mobile number
_____________________________

Please find payment of £__________ as reimbursement for the cost of private calls, texts, accepted reverse call charges etc plus VAT at 15%.

This payment covers the period from ___/___/___  to ___/___/___

Signed by phone user:  ______________________ Date:  ____________

Signed by Finance Department: _____________________ Date:  _______
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