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1. Introduction
The purpose of this policy is to outline what the Company considers to be acceptable and unacceptable use of mobile phones at work.
Mobile phones can be disruptive to productivity and concentration levels and may also create risks relating to confidentiality and safeguarding.
This policy therefore sets out clear expectations regarding the use of mobile phones and other electronic communication devices within the workplace.
This policy may apply differently to individual members of staff depending on their role and the working environment. Employees are expected to use common sense and professional judgement when using mobile phones in the workplace.

2. Scope of Policy
For the purposes of this policy, the term “mobile phone” includes:
· Mobile phones
· Smartphones
· Tablets
· Any electronic device capable of remote communication
This policy applies to all forms of communication including:
· Phone and video calls
· Text or picture messaging
· Emails
· Instant messaging
· Internet browsing
· Social media use
For the avoidance of doubt, employees are not permitted to access social media on personal devices during working hours, unless authorised for work purposes.

3. Coaches Working in the Gym
There is a zero tolerance policy regarding the use of personal mobile phones in the gym.
Personal mobile phones must not be brought into the gym area at any time while coaching.
A designated Club mobile phone is available within the gym and is the only device permitted to be used for photography or video recording.
The following rules apply:
· Coaches must never film or photograph gymnasts on their personal mobile phones.
· All filming or photography must be carried out only using the Club phone.
· If a gymnast wishes to receive a copy of a video or photograph, it must be sent from the Club phone to the gymnast or their parent/guardian after the training session has finished.
· When filming or photographing gymnasts, coaches must ensure that anyone appearing in the image or background has permission to be recorded.
These rules are in place to support safeguarding procedures in accordance with guidance from **British Gymnastics.

4. Office Staff
Office staff may keep their mobile phones on their desks but they should ideally be set to silent or vibrate.
The use of mobile phones in office areas is acceptable for:
· Business-related calls and communication
· Occasional personal calls, provided they are kept brief and do not interfere with work responsibilities or colleagues.
Mobile phones may be used during breaks and lunch periods, provided it is safe and appropriate to do so.
Employees who bring mobile phones to work do so at their own risk, and the Company cannot accept responsibility for loss or damage.

5. Confidentiality
All employees owe the Company a duty of confidentiality.
Employees must not disclose or discuss any confidential information relating to:
· The Company
· Its members
· Its operations
· Other employees or volunteers
The use of mobile phones in the workplace may create risks of accidental disclosure. Employees must therefore remain mindful of confidentiality at all times, particularly when:
· Making calls
· Sending messages
· Accessing the internet
· Using mobile phones during breaks

6. Breaches of this Policy
Breaches of this policy will be treated very seriously.
Any employee found to be in breach of this policy may be subject to disciplinary action in accordance with the Club’s Disciplinary Policy.
Serious breaches, particularly those involving safeguarding concerns or unauthorised photography or filming of gymnasts, may result in formal disciplinary proceedings.
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