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1. INTRODUCTION 

The Trust is committed to ensuring that adequate communication facilities are available to staff to help them carry out their normal day-to-day duties.  These facilities include modern telephone facilities, paging systems and mobile phones.  

In addition the Trust recognises that the use of personal mobile phones in the workplace can be disruptive to the provision of patient services and therefore clear rules for staff on acceptable use are required.

This policy sets out the rules on the provision of Trust mobile phones for business use and rules for the use of personal mobile phones in the workplace.

This policy applies to all members of staff, other individuals working on hospital premises i.e. agency workers, locums, volunteers and students.  Certain sections also apply to patients, relatives and visitors.  . 

2. PERSONAL MOBILE PHONES IN THE WORKPLACE
The increased ownership of mobile phones requires the Trust to take steps to ensure that::

· Patient and staff confidentiality is maintained at all times;

· Personal mobile phones are used responsibly;

· Use of personal mobile phones do not impact on the quality of patient services

· Health and safety rules are not breached;

· Use of camera phones do not lead to breaches of privacy rules;

· Trust policy and/or data protection legislation is not breached.

3.        ACCEPTABLE USE RULES FOR STAFF, STUDENTS, AGENCY WORKERS, VOLUNTEERS, CONTRACTORS AND OTHERS PROVIDING SERVICES TO PATIENTS
3.1 The following rules apply:
a) Personal mobile phones must, under normal circumstances, be switched off on Trust premises during working hours including the disabling of the camera function where this is provided.  Personal mobile phones may be used during unpaid meal breaks, provided this is not in sensitive clinical/ward areas where equipment could be affected and/or impaired. 
b) Staff may not use a private mobile phone when involved in patient care or in patient care areas. For example, it would be inappropriate for a patient escort to have a private conversation while pushing a patient along the corridor in wheelchair.
c) Mobile phones must not be charged via the mains power supply, where there is a risk that an essential medical device may be inadvertently unplugged to do so.  In addition, staff chargers are not electrically PAT tested, which contravenes hospital policy.  

d) Staff must not use hospital electricity to charge up/recharge their own personal mobile phones;

e) In exceptional circumstances e.g. to help deal with carer/dependent and/or emergency issues.  Managers can agree that a member of staff can keep their mobile phone switched on outside of clinical areas.  However it should be set to “silent” or “meeting/vibrate” setting to minimise disruption to colleagues and patients;

f) Staff must not use a mobile phone for contact within the hospital instead of/when they have access to a bleep and/or the hospital telephone system.

g) Personal mobile phones must be stored safely and securely, as the Trust cannot accept responsibility for loss, theft or damage. 

h) Breaches of these rules will be dealt with in accordance with via the Trust’s Disciplinary Procedure.

i) It is a criminal offence to use a mobile phone to menace, harass or offend another person.  This includes sending text messages or offensive/threatening images/video material.  The Director of Human Resources will report any such incidents of this type to the police.
j) Camera phones must not be used to take and/or store photographs or videos under any circumstances.  The taking and distribution of photographs via a camera phone could be regarded as a breach of Trust Policy and/or illegal under privacy and Data Protection law.  Any incidents of this type in the workplace will be investigated under the Trust’s Disciplinary Procedure and may be reported to the Police where there is evidence of a possible criminal offence.
4. RESTRICTIONS ON THE USE OF MOBILE PHONES FOR PATIENTS, CARERS, VISITORS AND OTHER MEMBERS OF THE PUBLIC
There is no blanket ban on the use of mobile phones in hospitals, however there are risks associated with electro-magnetic interference with medical equipment and there are also concerns regarding Control of Infection as well as breaches of privacy and dignity, particularly regarding camera phones and ring tones.  It is for these reasons that some restrictions must apply.

With respect to electro-magnetic interference, formal technical advice from the Department of Health suggests that the risk of electro-magnetic interference with medical equipment from mobile phones used more than 2 metres away is negligible.  

With respect to Control of Infection, mobile phones are seen as a possible vehicle to transfer infection from person to person.

With respect to privacy and dignity, the use of cameras, including camera phones can cause a breach of a patients’ privacy and dignity, particularly when they are used without the subject’s permission.

With respect to ring tones, loud and repetitive ringtones can cause annoyance to other ward users as can loud telephone conversations.

It is for the reasons described above the following restrictions apply to the use of mobile phones in City Hospitals Sunderland:

· Not able to be used under any circumstances in critical care areas such as ICCU, CCU, Theatres and Neonatal Unit.

· Not able to be used within 2 metres of medical equipment in wards and departments.

· Camera functions not to be used in any healthcare setting, unless with the full approval of the subject person.

· Phones kept for personal use and not passed from patient to patient.

· Phones not to be charged up in the ward/department and under no circumstances must any equipment be unplugged to facilitate charging.

The use of phones will be subject of risk assessments by the Ward/Department Manager concerned who has the authority to withdraw approval for the use of mobile phones should any of the above restrictions be being ignored.

All areas where phones are not able to be used will be properly marked with restriction signs.

5. DUTIES/RESPONSIBILITIES

Managers are responsible for: 

5.1 Ensuring all staff are made aware of this policy, particularly the acceptable use rules in Section 3. 

5.2 Patients and visitors are made aware of and are required to comply with the hospital policy.

5.3 Investigating any breach of this policy in accordance with the Trust’s Disciplinary Procedure.

5.4 Identifying funding from within their own budget if they wish to finance a Trust mobile phone for members of staff who meet the eligibility criteria. 

5.5 Maintaining a register of all Trust mobile phones issued to their staff together with a copy of the original application form (see Appendix 2)

5.6 Processing any applications for Trust mobile phones in accordance with this policy.

5.7 Authorising invoices in a timely manner and passing them to the Finance Department for payment with a detailed breakdown of calls.

5.8 Ensuring that any personal calls are identified, reimbursed by the relevant staff and that payment is forwarded to the Finance Department.

5.9 Monitoring Trust mobile phone usage, querying /investigating any discrepancies.

5.10 Ensuring that staff leaving the Trust, return their Trust mobile phone to the Switchboard Manager as part of the Leaver’s Checklist process.

Staff are responsible for: 

5.11 Abiding by the policy and ensuring it is communicated throughout their area of work. 

5.12 Signing for receipt of a Trust mobile phone where issued and acknowledging that they have read, understood and will comply with the requirements of this policy.

5.13 Reimbursing the Trust for the cost of any personal calls made via a Trust mobile phone or the Hospital Telephone System.

5.14 Taking good care of the Trust mobile phone and taking all reasonable precautions to ensure the device is not damaged, lost or stolen.

5.15 Reporting any theft of a Trust mobile phone to the police, obtaining an incident number and notifying their manager and the Switchboard Manager. 

5.16 Giving the Switchboard Manager 30 days’ notice of the intention to cancel the mobile phone contract on leaving the Trust. This will enable the supplier to be notified of the intent of the user to no longer require the phone and prevent any charges being incurred by the Trust.     

5.17 Returning their Trust mobile phone to the Switchboard Manager when leaving the Trust.

8.
TRUST MOBILE PHONES

Criteria for issuing a Trust mobile phone

8.1 All applications for Trust mobile phones must be sent to the relevant Divisional General Manager/Executive Board member for consideration.  The Switchboard Manager will process only applications duly authorised by the Divisional General Manager/Executive Board member.  The eligibility criteria are set out below:

· The employee(s) works/work alone in situations that potentially may endanger their personal safety (see also Trust Lone Working Policy); 

· The employee(s) is/are based in the community for more than 75% of their working time; 

· The employee(s) is/are required for call out in response to emergencies and is/are required to give verbal advice prior to attendance in person; 

· The employee(s) work is regularly of a peripatetic nature – i.e. the employee moves from place to place and does not have a fixed office/work base 

AND

· S/he must be contactable to respond to queries/provide verbal advice at short notice to other staff

AND 

· There is no other means of communication available – e.g. telephone landline.   

8.2 An application for a Trust mobile telephone will not be approved where: 

· The employee(s) does/do not meet any of the above criteria; 

· The employee is covering a post on a temporary basis only e.g. for someone on maternity leave.  In such cases the Trust mobile phone held by the substantive postholder should be used. 

· The employee has their own mobile phone and has agreed to use this and claim expenses for any business calls.

Note:  The option of providing a Trust mobile phone (or phones) for use by a ‘pool’/group of staff should always be considered on ‘value for money’ grounds provided that:

· The manager keeps a record of use by individual staff;

· All relevant staff have been given a copy of this policy;

· Any private calls are identified and paid for by staff.

9. PROCEDURE FOR THE SUPPLY OF TRUST MOBILE PHONES 

9.1 Applications for a Trust mobile phone must be completed using the form at Appendix 2 and authorised by the relevant Divisional General Manger/Executive Board member.   

9.2 Authorised applications must be submitted to the Switchboard Manager. 

9.3 The Switchboard Manager will arrange for the supply of a standard phone, hands-free kit and a case.

9.4 In exceptional cases, Divisional General Managers/Executive Board members may approve the provision of other that the standard phone (currently a Nokia 1100) where there is a service need.

9.5 The Switchboard will keep a record of all Trust mobile phones provided for staff use, including:

· Mobile number

· Service provider

· Employee(s) name(s)

· Department

· Finance code for payment

· Date of issue 

9.6 Members of staff must sign for receipt of the phone and to accept the terms of use as set out in Appendix 3.

9.7 Where the phone is to be shared by a ‘pool’ of staff, all staff must sign for receipt and acceptance of the terms of use.

10 Safe-Keeping of Handsets 

10.1 There has been a marked increase in theft, robberies, muggings and car crime in recent years directly related to mobiles.  Employees are therefore advised to:

· Keep mobile phones secured and out of sight wherever possible. 

· Use key locks; 

· Use access PIN numbers (do not use ‘Security Code’ function, refer to specific model telephone manual for further guidance); 

· Not store patient telephone numbers in the ‘phone memory; 

· Be aware of the procedure should a telephone be lost or stolen; 

· Be aware of confidentiality issues when using mobile phones. 

10.2 Any theft must be reported to the police, the Switchboard Manager and the department manager.  Any loss must be reported to the Switchboard Manager and the department manager and an incident form completed.

11 CALL CHARGES 

11.1 All Trust ‘business’ call charges will be paid by the Trust.

11.2 Quarterly invoices must be checked by Department Managers and forwarded to the relevant Directorate Manager for authorisation.

11.3 Members of staff provided with Trust mobile phones must verify that the itemised invoice is correct and identify any personal calls, including texts.  If no personal calls have been made, the invoice should be marked “no personal calls made” and signed to that effect.

11.4 The total cost of personal calls including VAT must be paid for by the member of staff at the General Office on B Level/Main Concourse, Sunderland Royal Hospital.  The receipt issued by the General Office should be attached to the invoice, which should then be passed for payment in accordance with the Trust Standing Financial Instructions.

12 MOBILE PHONES AND DRIVING – THE LAW 

12.1 Guidelines for employers “Driving at Work”, state, “Health and safety law applies to on-the-road work activities as to all work activities and the risks should be effectively managed within a health & safety system”.  One of those ‘risks’ is staff making or receiving calls on a mobile phone while driving.
12.2 Since February 2007 it is illegal for drivers to:
· Drive holding a mobile phone; 

· Supervise a driver while holding a mobile phone; 

· Cause or permit a driver to drive while holding a mobile phone

12.3 If you breach the law the penalties are:
· Penalty points; 

· Fixed penalty notice fine of £60;

· Cases dealt with by the court can incur a fine of up to £1,000 (or £2,500 for drivers of goods vehicles, buses or coaches)

12.4

While driving, you will be breaking the law if you pick up or use any type of phone that is, or must be, held to operate it. For example, this means you may not use your mobile phone.

· When you are stopped at traffic lights; 

· When you are queuing in traffic; 

· To make or receive calls, text messages or to access the Internet.

12.4 Research carried out by The Royal Society for the Prevention of Accidents (ROSPA) shows that using a hand-held or hands-free mobile phone while driving is a significant distraction and substantially increases the risk of the driver crashing.

12.5 Drivers who use a mobile phone whether hand-held or hands-free:

· Are much less aware of what’s happening on the road around them.

· Fail to see road signs.

· Fail to maintain proper lane position and steady speed.

· Are more likely to ‘tailgate’ the vehicle in front.

· React more slowly and take longer to brake.

· Are more likely to enter unsafe gaps in traffic.

· Feel more stressed and frustrated.

12.6 Using a hands-free phone while driving does not significantly reduce the risks because the problems are caused by the mental distraction and divided attention of taking part in a phone conversation at the same time as driving.

12.7 It can be illegal to use a hands-free phone while driving depending on the individual circumstances.  Drivers could be charged with ‘failing to have proper control of their vehicle’ in the event of an accident and the Police may check phone records when investigating fatal and serious crashes to determine if the use of the phone contributed to the crash.

12.8 Whilst on Trust business, staff:

· Must never use a hand-held phone while driving; 

· Are advised that it is best not to use a hands-free phone while driving but instead to pull over to take any calls 

· Are advised to use a message service and take regular breaks while driving.

12.9 Find a safe place to park to make a call or receive messages.  

12.10 On a long journey, take regular breaks to help you relax and reduce tiredness.

12.11 Information/further advice on driving for work and safer journey planning is available at www.rospa.com/roadsafety/info/worksafe/journey.pdf
12.12 The Trust will cooperate with any police enquiries resulting from a crash and will supply the police with all relevant information on the member of staff to whom the vehicle is allocated/belonged.

13 ASSOCIATED DOCUMENTS

	· Disciplinary Procedure

· Grievance Procedure
· Lone Worker Policy
	· Data Protection Act

· Telephone PIN Number System – Appendix 1 
· Exit Procedure


14 REFERENCES

· MHRA DB 1999(02) Emergency Service Radios and Mobile Data Terminals: Compatibility Problems with Medical Devices 

· MHRA DB 9702 Electromagnetic Compatibility of Medical Devices with Mobile Communications. 
· DH Using Mobile Phones in NHS Hospitals May 2007.
Appendix 1

MAKING PERSONAL CALLS USING THE HOSPITAL TELEPHONE ‘PIN’ SYSTEM

· Staff must not make personal calls through the hospital telephone system unless they have been allocated a Personal Identification Number (PIN).

· The PIN facility allows staff to make personal calls from any hospital telephone extension.

· An itemised bill will be issued to staff each month, with the call charges being automatically deducted from their salary.

· The Switchboard Manager is the person from whom information on the PIN facility can be obtained.

· There are also a number of pay phones located around the various hospital sites for staff to use.

· Any instances of staff spending unreasonable/excessive amounts of time making personal calls will be investigated under the Trust Disciplinary Procedure.

Appendix 2

CITY HOSPITALS SUNDERLAND NHS FOUNDATION TRUST 

APPLICATION FOR MOBILE PHONE 
SECTION 1: APPLICANT DETAILS
	Name:
____________________________
    _______________________________________



Surname

Forename(s)

Job Title:
______________________________________________________________________

Department:
________________________
Location: 
________________________________

Tel No/Ext No:
________________________
Bleep No:
________________________________


	SECTION 2: AUTHORISATION BY DIVISIONAL GENERAL MANAGER or EXECUTIVE BOARD MEMBER



	I authorise the issue of a Trust mobile phone to the above named employee on the following grounds:

Please tick as appropriate

· Required to be available for call-out & to give verbal advice;

· Lone worker or working in vulnerable situations;

· Community based for more than 75% of working hours;

· Work is peripatetic & employee must be contactable to give verbal advice & there is no 

                         other means of communication   

                                               
(Enter department code)

	Costs are to be charged to the following cost code:
	79 _ _ _ _  724300
	

	Signed:
_________________________
Date:
______________________



	SECTION 3:
DETAILS OF PHONE AND EQUIPMENT SUPPLIED



	To be completed by the Switchboard Manager:

Requisition No: ________________________
Order No:
_____________________

Cost:
________________________
Date Received:
_____________________

	Make/Model:

	
	
Mobile Number
	
	

	SIM Card No.

	
	
Date in Service
	
/
/
	

	Other Equipment Supplied:
___________________________________________________



___________________________________________________

Signed:
________________________
Date:
______________________



	SECTION 4:
EMPLOYEE DECLARATION (To be completed on collection of mobile phone)



	I acknowledge receipt of the mobile phone and equipment specified in Section 3, and I undertake to comply with the terms and conditions of use, as set out in the Trust’s policy for the provision of mobile phones to staff.

Signed:
________________________

Date:
______________________




Appendix 3

TRUST MOBILE PHONES – TERMS OF USE 

· Staff must comply with the service providers operating instructions.

· Staff should only use their Trust mobile phone when it is not possible to use standard telephone equipment and call times should be kept to a minimum.

· Staff must declare and meet the cost of all personal calls and texts, which must be identified on quarterly invoices received from the service provider.

· Staff must comply with the section of this policy covering the use of mobile phones whilst driving.

· Staff must comply with health and safety advice issued by the service provider to avoid potential interference to sensitive medial equipment.

· Staff should take all reasonable precautions to ensure their Trust mobile phone is not lost, damaged or stolen.  Any theft must be reported to the police, the Switchboard Manager and the department manager.  Any loss must be reported to the Switchboard Manager and the department manager.

· Staff must return their Trust mobile phone to the Switchboard Manager when:

· They are issued with a new model

· They leave the Trust 
· They move to a job where there is no entitlement to a mobile phone
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