
 

 

 
Use of personal phones for  

school business  

As a result of schools closing to most children, schools have employees who are undertaking 
periods of homeworking alongside working in school on a rota. This unprecedented situation has 
resulted in queries about the use of personal mobile phones to make calls to parents and carers 
and this guidance document provides information about how this should be managed. 
 

1 Making calls on behalf of school 

During the school closures, regular telephone or online contact is being maintained with vulnerable 
pupils and their families if these children do not attend school. This contact is considered essential 
to ensure that these children are safe and well and can be done via telephone or online calling 
facilities, such as Microsoft Teams, where possible. 
 
Wherever possible, employees should arrange to make phone calls to parents or carers on the 
days when they are in school, so the use of a personal mobile will not be necessary. If this is not 
possible, and a school mobile phone is available, this should be provided to employees who are 
required to make calls on behalf of the school.  
 
If no school mobile phone is available, the Headteacher should discuss the situation with the 
employee and establish whether the phone calls are essential. If they are, the employee could be 
asked to agree to use their own personal phone. 
 
School mobile phone contracts can be arranged through the Durham County Council corporate 
contract. For any queries on these contracts or the handsets which are available please contact 
corporatemobiles@durham.gov.uk. 
 

2 Using personal phone to make calls 

Employees should be reminded not to share any personal information with pupils or their parents 
or carers to ensure compliance with data protection law.  
 
Employees should ensure that their personal phone number is not be visible to the recipient 
(parent/carer or students).  This can be done by typing the number 141 in front of the phone 
number being dialled.   
 
Headteachers must remind their employees that under no circumstances should their personal 
telephone numbers be shared with parents, carers or pupils during phone calls.  If there is no 
answer to their phone call, they must not leave their personal number for any return call.   
 
Employees should continue to follow all appropriate school policies with regard to working from 
home. 
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3 Data protection 

Employees should be reminded that they are responsible for ensuring that personal data is 
handled securely, in line with GDPR, even when working away from school. Any device used to 
process personal data (whether school issued or personal) must be encrypted with a password.  
 
Family members and friends should not be able to see or access any personal data held 
electronically or manually. 
 
Further advice can be sought from HR Advice and Support via: hradvice@durham.gov.uk 
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