
Introduction 

In line with the recent protocol issued by the City Council with regards to the use of 

mobile phones by school managed employees and centrally managed teachers the 
Governing Body adopted this policy on 2 July 2007. 

This policy has been developed using the protocol issued by the City Council which has 
been drafted in consultation with the Authority’s Trade Union Representatives. It is 

intended to give staff some broad guidelines regarding the use and possible misuse of 
mobile phones. 

Use of Mobile Phones During the Working Day 

The use of mobile phones during the school day is considered inappropriate for the 
following reasons; 

 It does not set a professional and positive example to pupils. 

 It is a nuisance/discourteous to pupils/colleagues e.g. during lessons/meetings). 

 It is a misuse of the school/authorities time. 

The Governing Body request that all staff; 
 Switch off mobile phones at all times unless on lunch or dinner break and 

not supervising pupils or other staff 
 Do not at any time take photographs of pupils via the mobile phone 

In the case of an emergency special permission should be sought from the employee line 

manager who will consider the request. 
Text Messages 

Text messages are not appropriate as a means of communicating with colleagues within 
a school/workplace setting. 

The following are regarded as unacceptable; 

 Notifying a Manager/Headteacher of sickness absence (this should always be by 
direct personal telephone contact, in accordance with the contract of employment 

and agreed school procedures). 

 Informing of changes to working arrangements. 

 Issuing disciplinary warnings. 

 Giving instructions. 
Protection of Employees – Health & Safety Considerations 

 It is not appropriate for employees to disclose their personal telephone 

numbers to pupils. This has the potential to compromise their professional 
standing. (Employees should neverseek to establish social contact with pupils for the 

purpose of securing friendship or to pursue or strengthen a relationship. Employees 
should realise that such contact could be lead to allegations of 

unacceptable behaviour). It is for the Teacher to set the boundaries of the Teacher 
Student relationship. 

 Employees should be discouraged from making their personal telephone numbers 

available to parents. 

 Governors should particularly consider their duty of care to protect the Head’s work-

life balance where the Headteacher proposes making his/her private numbers 

available to parents. 

 Employees should respect the work/life balance of colleagues and should not send 

work-related text messages to colleagues out of school hours. 

 In circumstances where employees are lone-working in remote areas of the school, 
or out of hours, a work mobile or two-way radio should be provided if there is no 

land-line in the room (ref. Local Authority Lone Working Policy). 

 Employees should never use mobile phones whilst driving. An employee who uses 

their mobile phone whilst driving on work-related business will be subject to 
disciplinary action. 



Mobile Phones & Pupils 

Pupils are not allowed to bring a mobile phone to school. If staff observed that a child 

has a mobile phone in school the following should take place; 

 The phone will be kept in the school office until the end of the school day 

 Parents will be notified by phone or letter to remind them that mobile phones are not 

allowed in school 

 Phones to be locked away – parents need to come in to school and sign for it. 

An increasing number of mobile phones now have built-in cameras and have the 

capability to capture copy and transmit images through a range of technologies and 
formats; employees should exercise vigilance if there is concern that images are being 

taken as this is a breach of an individuals ‘right to privacy’ if permission has not first 
been granted. 

Employees should be aware that there have been rare occasions where employees have 

been deliberately provoked to anger by pupils for the purpose of recording their reaction. 

If an employee receives material he/she considers to be inappropriate, the images/text 

messages should be retained as evidence and referred immediately to the Headteacher. 

Where it is believed that the images may be of child pornography or breach the 
Safeguarding Children Policy the Headteacher must immediately notify the Police without 

viewing the images. Important note – the viewing/forwarding of such images could 
constitute a criminal offence and could lead to arrest and prosecution. 
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