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Purpose  
The purpose of this policy is to ensure that Heritage Care at Home Ltd, its employees and others 
experience a safe environment, and that statutory obligations are met.  Heritage Care at home Ltd 
ensures that they comply with the Law. 
 
Scope 
This Policy applies to all employees 
 
Policy 
It is recognised that the enhanced functions of mobile phones, for example ‘Smartphones’, cause 
concern and are susceptible to misuse. This misuse includes taking and distributing photographs 
and/or videos inappropriately, exploitation and bullying. 
It is the policy of Heritage Care at Home Ltd that its staff will not use their mobile phone whilst driving. 
It is also recognised that mobile phones can cause an unnecessary distraction during the working 
day and be intrusive when used in the office environment in the company of others.  Office Staff will 
have their phones on silent whilst at work. 
 
Procedure   
Employees MUST comply with the ban on the use of mobile phones whilst driving.  Managers should 
lead by example in implementing this policy. They should not expect either themselves or their staff 
to receive calls, nor to make calls, whilst driving, irrespective of their role or position in the company.  
Hands-free kits hard wired into the vehicle do not mean that it is any safer to use a mobile phone 
whilst driving. Telephone calls are a distraction and divert the driver’s attention, which can lead to 
accidents.  
 
Emergency Contact 
We do recognise that mobile phones provide direct contact to others such as Schools, Children and 
Elderly Relatives, therefore, in agreed circumstances are permitted to keep the volume of their phone 
on at a low level or on vibrate. This is to enhance your own well being and piece of mind, reduce the 
stress and worry thus enabling you to concentrate more effectively on work.  
 
Personal mobile phones in the office are to be turned off or on vibrate during your working hours. 
Using your mobile phone this includes texting is not permitted unless it is agreed with your Manager 
or it is in your break 
 
Contacting the emergency services 
If you are in an area with a limited signal you can call 112 and this will go through to the emergency 
services, the phone will automatically use any available network, even if it is not your own.  When you 
are in an area with no signal you can text the emergency services on 112. 
 
 
USE OF MOBILE PHONES  
The following points of advice and guidance are to be followed by ALL mobile phone users:  

• Handheld phones must NEVER be used whilst the vehicle is in motion. 

• Whilst driving, mobile phones should be diverted to the message service or switched off. 

• Drivers should plan their journeys to ensure that they can stop at appropriate intervals in a 
safe place in order to make or receive a call. 

• Never look up numbers or attempt to take notes whilst driving. 

• When driving never initiate calls, even in traffic queues and at traffic lights. 

• Only use the mobile phone to make 999 or 112 calls in an emergency and it’s unsafe or 
impractical to stop. 

• Ensure that the phone is removed from the vehicle when it is unoccupied.  

• Do not make or receive calls when at fuel stations.  
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If using a hands-free mobile phone is unavoidable, in order to give or receive vital information:  

• We would request that you do NOT use your hands-free device when driving. 

• Be mindful of the safety of yourself and other road users.  

• Be aware that you can still be stopped and fined by the police if they feel you are distracted 
and not in control of your vehicle when using hands-free. 

• Only use it for giving or receiving short urgent messages.  

• Make sure traffic conditions allow you to continue to drive safely.  

• Never hold a lengthy conversation while driving.  

• Do not look up or make diary entries whilst driving  

• Do not take notes  

• Do not dictate messages or memos  
 
Advice for anyone calling a mobile phone  
Consider the urgency of the call and safety of the person you are calling.  When calling a mobile 
phone, always ask whether it is safe and convient to speak.  
 
Never dictate telephone numbers or detailed messages to someone who is driving.  Do not enter into 
discussion or deal with complicated issues if someone is driving.  
 
Employee’s who think that they are talking to someone who is acting illegally by talking on a hand 
held phone whilst driving, talking on a phone with the engine running or is not in control of the vehicle 
whilst talking on hands free equipment will terminate the call and complete an incident report form.  
Employees will not be rebuked for ending a call where they think the receiver is acting illegally by 
driving or has the engine running whilst talking on a handheld mobile phone.  
 


