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Mobile Phone Policy and Procedures
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Statement of Intent 
It is our intention to provide an environment in which children, parents and staff are safe in the use of mobile devices in and around school

Aim 
Our aim is to: 
· Have a clear policy on the acceptable use of mobile phones and cameras that is understood and adhered to by all parties concerned without exception. 

In order to achieve this aim, we operate the following Policy. 

Staff and Visitor Policy
· The School allows staff to bring in personal mobile telephones and devices for their own use. Under no circumstances does the School allow a member of staff to contact a current pupil or parent/carer using their personal device. 
· Users bringing personal devices into School must ensure there is no inappropriate or illegal content on the device. 
· All staff must ensure that their mobile telephones/devices are kept in a secure location and not carried on them throughout contact time with children. Staff phones should be placed in a drawers/bags turned off or on silent, unless requested by the Head Teacher to move them to another appropriate location. 
· [bookmark: _Hlk144389511]Mobile phone calls may only be taken at staff breaks or in staff members’ own time. This must be done out of earshot of children in areas such as the staffroom or classroom with the door closed.
· [bookmark: _Hlk144389528]If staff have a personal emergency they are free to use the setting’s phone or make a personal call from their mobile in the designated staff area of the setting, i.e. the staffroom. 
· [bookmark: _Hlk144389548]If any staff member has a family emergency or similar and required to keep their mobile phone to hand, prior permission must be sought from the Headteacher.
· Staff (will need to) ensure that the Head Teacher has up to date contact information and that staff make their families, children’s schools etc. aware of emergency work telephone numbers. This is the responsibility of the individual staff member. 
· All parent helpers will be requested to place their bag containing their phone in the classroom or another appropriate location and asked to turn their phones onto silent mode.
· [bookmark: _Hlk144389585]During group outings nominated staff will have access to the setting’s nominated mobile phone, which is to be used for emergency purposes only. 
· It is the responsibility of all members of staff to be vigilant and report any concerns to the Head Teacher
· Concerns will be taken seriously, logged and investigated appropriately (see allegations against a member of staff policy). 
· Staff who are driving on school business must never use a mobile phone to make or receive calls, text messages, images or data or access the internet whilst in control of a moving vehicle. It is essential that staff stop in a safe place before carrying out such activities.


· Should inappropriate material be found then our Local Authority Designated Officer (LADO) will be contacted immediately. We will follow the guidance of the LADO as to the appropriate measures for the staff member’s dismissal. 

Cameras 
· Photographs taken for the purpose of recording a child or group of children participating in activities or celebrating their achievements is an effective form or recording their progression. However, it is essential that photographs are taken and stored appropriately to safeguard the children in our care. 
· Only the designated School devices eg Ipads are to be used to take any photo within the setting or on outings. 
· Images taken on devices must be deemed suitable without putting the child/children in any compromising positions that could cause embarrassment or distress. 
· All staff are responsible for the location of the electronic devices; this should be placed securely in a cupboard/charging unit. 
· The devices must be locked away or stored safely at the end of every session. 
· If the technology is available images should be downloaded on-site. Should facilities not be available these may be downloaded off-site and erased from the personal computer as soon as the images have successfully been printed. 
· Photographs should then be distributed to members of staff to record in children’s learning journeys. 
· Under no circumstances must devices of any kind be taken into the bathrooms without prior consultation with the Head Teacher. 
· If photographs need to be taken in a bathroom, i.e. photographs of the children washing their hands, then the Manager or Leader must be asked first and staff be supervised whilst carrying out this kind of activity. At all times the device must be placed in a prominent place where it can be seen. 
· Failure to adhere to the contents of this policy will lead to disciplinary procedures being followed. 

           
Pupil Policy
As a result of the potential issues raised above, the School does not permit pupils to bring a mobile phone onto its premises.
However, the School fully acknowledges a parent’s right to allow their child to bring a mobile phone to school if they walk to and from school without adult supervision, in the interests of safety. Phones should be clearly marked so that each pupil knows their own phone. Parents are advised that Denham Village School accepts no liability for the loss or damage to mobile phones which are brought into school or school grounds.
Pupils must turn phones off as they enter the school grounds and place them safely in their bags.  Once in the classroom, the children place their phones in a tray which is locked safely in the office until the end of the day.
At the end of the school day the tray is returned to the classroom by an adult.  The children must then keep the phones turned off until they exit the school grounds.
Where a pupil is found by a member of staff to be using a mobile phone, the phone will be confiscated from the pupil, handed to a member of the office team. The mobile phone will be stored by the school office. A parent of the pupil must then collect the phone at the end of the school day. The Parent and the child will be reminded of the Mobile phone policy and the home school agreement regarding the responsible and safe use of electronic devices.
If a pupil is found taking photographs or video footage with a mobile phone of either other pupils or staff on school premises, this will be regarded as a serious offence and disciplinary action will be taken according to our Behaviour Policy. 
If images of other pupils or staff have been taken, the phone will not be returned to the pupil until the images have been removed by the pupil in the presence of a senior teacher. 
Should a pupil be found to be using their phone inappropriately, the school reserves the right to withdraw this privilege and they will no longer be able to bring a phone into school.
We ask that parents should talk to their children about the appropriate use of text messages as they can often be used to bully pupils.
Should parents need to contact pupils or vice versa during the school day, this should be done via the usual school procedure of contacting the school office via phone or email. This also applies to residential visits and pupils may not take mobile phones on such visits.

This policy supports the Health & Safety, Behaviour, Child Protection, Safeguarding and Internet/e-safety policies. 
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